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APPENDIX A: 


Glossary of Terminology 



Lease Acquisition 


The acquisition by lease of an interest in real property for use by the Government, whether the 
space already exists or must be constructed . 


Agency Design Guide 


See Customer Space Standard. 


Alteration 


Remodeling, improving, enlarging, reducing, or making other changes to a facility, exclusive of 
maintenance repairs. Alteration includes planning, engineering, architectural work, and other 
similar actions. 


ANSI/BOMA Office Area (ABOA) 


Standard for measuring space recognized by the Government and documented in the American 
National Standards Institute/Building Owners and Managers Association (ANSI/BOMA) 
international standard (Z65.1-1996) definition for Office Area also known as ABOA. It is the area 
where a tenant normally houses personnel and/or furniture, for which a measurement is to be 
computed. ABOA is computed by measuring the area enclosed by the finished surface of the 
room side of corridors (corridors in place as well as those required by local codes and ordinances 
to provide an acceptable level of safety and/or to provide access to essential building elements) 
and other permanent walls, the inside face of the dominant portion of building exterior walls, and 
the center of tenant separating partitions. Where alcoves, recessed entrances, or similar 
deviations from the corridor are present, ABOA square footage is computed as if the deviation 
were not present. 


Architectural Barriers Act Accessibility Standards (ABAAS) 


Public Buildings Service (PBS) accessibility standards under the Architectural Barriers Act (ABA) 
of 1968. The ABA requires that buildings and facilities designed, built, altered, or leased with 
Federal funds be accessible to persons with disabilities. The United States Access Board 
develops and maintains accessibility guidelines under the ABA that serve as the basis for the 
standards used to enforce the ABA. GSA is one of four Federal agencies responsible for the 
standards. ABAAS comprises ABA Chapters 1 and 2 and Chapters 3 through 10 of the 
Americans with Disabilities Act and Architectural Barriers Act Accessibility Guidelines published 
by the U.S. Access Board on July 23, 2004. A full copy of the guidelines is available at 
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http://www.access-board.gov/ada-aba/final.htm. ABAAS Section F202.6, Leases, outlines 
compliance requirements for leased facilities. 


Assignable Purchase Options 


A purchase option gives GSA the right to buy a property at some future date. An assignable 
purchase option allows GSA to transfer this right to a third party (such as a potential lessor) . This 
right allows GSA to select the preferred site in advance, obtain an assignable purchase option on 
the site, and have all developers bid to construct on the same site. Unless specifically authorized, 
assignable purchase options must be at "no cost" or nominal consideration. 


Automatic Fire Sprinkler System 


An electronically supervised, integrated system of underground and overhead piping, designed in 
accordance with NFPA 13, Standard for the Installation of Sprinkler Systems. The system is 
usually activated by heat from a fire and discharges water over the fire area. The system includes 
an adequate water supply. 


BA53 


A PBS budget activity that provides funding for the acquisition of real property for use by Federal 
agencies by leasing property from the private sector. It also provides funds to pay the United 
States Postal Service (USPS) for space in USPS buildings occupied by Federal agencies for 
which the General Services Administration (GSA) is responsible for providing space. 


BA54 


A PBS no-year budget activity used to fund basic repair and alteration (R&A) projects, under the 
prospectus threshold that are not a part of an appropriation line-item. 


BA61 


A PBS budget activity that provides funds to operate all Government-owned facilities that are 
maintained and operated by the General Services Administration (GSA). BA 61 also provides 
funds for building services in Government-leased space when the terms of a lease do not require 
the lessor to furnish such services. BA61 also funds staff support (including salaries, travel, 
training, etc.), information technology, some studies, inspection, and overhead payments to other 
parts of GSA. 


Best Value Tradeoff 


A source selection method where award is based on the evaluation of price and other non-price 
factors to determine the best value to the Government. The tradeoff concept provides the 
opportunity for a cost/technical trade-off (CTTO) and does not require that an award be made to 
the offeror submitting the lowest price or to the highest technically rated offer, although the 
ultimate decision may be to select the lowest priced offer or the highest technically rated offer. 
The Source Selection Authority (SSA) has the authority to make the cost/technical tradeoffs in a 
manner consistent with the award methodology stated in an SFO. Compare Lowest Price 
Technically Acceptable (LPTA). 
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Broker 


An individual who acts on behalf of another person as an agent to negotiate for the lease, 
purchase, or sale of office space, buildings, land, or any other real estate. Sellers and Lessors will 
often be represented by a broker, and the Government has retained brokers to represent it in 
some lease procurements. See National Broker Contract (NBC). Broker commissioners paid by 
the Seller/Lessor will be reflected on the GSA Form 1217 Lessor's Annual Cost Statement (see 
Section II Line 31 of form) . 


Rentable Area 


Rentable area is the area for which a tenant is charged rent. It is determined by the building 
owner and may vary by city or by building within the same city. The rentable space may include a 
share of building support/common areas such as elevator lobbies, building corridors, and floor 
service areas. Floor service areas typically include restrooms, janitor rooms, telephone closets, 
electrical closets, and mechanical rooms. The rentable space does not include vertical building 
penetrations and their enclosing walls, such as stairs, elevator shafts, and vertical ducts. 


Building Common Area 


The areas of a building that provide services to building tenants but are not included in the 
occupied area of any specific tenant. These areas typically include, (but are not limited to), main 
and auxiliary lobbies, atrium spaces at the level of the finished floor, concierge stations and 
security desks, building lounges and vending areas, health and fitness centers, community locker 
and shower facilities, mail rooms, fire control rooms, fully enclosed courtyards outside the exterior 
walls, and building core and service areas such as fully enclosed mechanical and equipment 
rooms. Specifically excluded from building common area are floor common areas, parking space, 
portions of loading docks outside the building line, and major vertical penetrations. 


Building Rentable Area 


Equal to the total of all of the Floor Rentable Areas within a building. 


Building Shell 


See Shell. 


Buildout 


The construction of new or relet space in accordance with a tenant's specifications, including 
configuring, (space planning and design), and finishing, (construction). 


Capital Lease 


See Scoring. 


Central Business Area (CBA) 


The centralized community business area and adjacent areas of similar character, including other 
specific areas that may be recommended by local officials in accordance with Executive Order 
12072. CBAs are designated by local government and not by Federal agencies. Also sometimes 
referred to as the central business district (CBD) or central enterprise area (CEA). Compare with 
rural area. 


Certificate of Occupancy (C of 0) 


A certificate issued by a local government stating that a building and/or a tenant suite is in a 
condition suitable for occupancy, sometimes called an Occupancy Permit. A certificate of 
occupancy is essential and required for PBS acceptance of space, but it is not in itself sufficient 
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for that purpose. The certificate of occupancy verifies that the space meets local legal and code 
requirements, but it does not verify compliance with the lease. If the local jurisdiction does not 
issue a Certificate of Occupancy, then the Lessor must obtain the services of a licensed fire 
protection engineer to verify that the offered space meets all applicable local codes and 
ordinances to ensure that an acceptable level of safety is provided . 


Comparables 


Examples of executed leases demonstrating characteristic lease terms available in the market. 
Com parables are used for analyzing the relative value of a proposed lease by comparing its 
characteristics to those of executed leases for similar, competing space. 


Central Contractor Registration System (CCR) 


The primary registrant database for the Federal Government. CCR collects, validates, stores, and 
disseminates data in support of agency acquisition missions. According to the FAR Section 4.11, 
prospective vendors must be registered in CCR before the award of a contract, a basic 
agreement, a basic ordering agreement, or a blanket purchase agreement. To register in CCR, a 
firm must have a Data Universal Numbering System (DUNS) number. The DUNS number is 
assigned by Dun & Bradstreet, Inc. to identify unique business entities. 


Common Area Factor 


Also known as the R/U (Rentable/Usable) Ratio or Core Factor, it refers to the conversion factor 
determined by the building owner and applied by the owner to the ANSI/BOMA Office Area 
(ABOA) square footage to determine the rentable square feet (Rentable Space) for the offered 
space. 


Competition in Contracting Act (CICA) 


A Federal statute ((41 U.S.C. § 251 et seq.)) enacted to encourage competition in the award of all 
types of Government contracts. Its purpose is to increase the number of competitors and to 
increase savings through lower, more competitive pricing. It requires contracting officers to 
provide for full and open competition by using one or more competitive procedures identified in 
the Act. Deviations from full and open competition must be documented in writing and authorized 
by the appropriate government official. See Justification for Other Than Full and Open 
Competition. 


Construction Drawings (CDs) 


Drawings that provide the specifications, engineering calculations, and construction details 
necessary to construct the space; sometimes referred to as "working" or "sealed" drawings. They 
are also the basis for determining code compliance, obtaining building permits, evaluating 
contractual performance, and determining legal liability for occupants' safety and welfare. CDs 
reflect both the lease requirements and specifications in the design intent drawings (DIDs). They 
must also conform to accessibility and life safety standards in the lease. 


Consolidation Lease 


"Consolidation lease" refers to a consolidation of space requirements from different locations (i .e., Federal 
and/or leased locations) into a single lease space requirement. 


Contracting Officer's Representative (COR) 


A qualified individual appointed by the Lease Contracting Officer to assist in the technical 
monitoring or administration of a contract. A COR must be a Government employee and possess 
the necessary qualifications (training) and experience commensurate with the responsibilities 
delegated to him or her. A COR can be a GSA employee or someone selected and nominated by 
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the client agency and then formally appointed to the contract by the Lease Contracting Officer. 
Also known as a Contracting Officer's Technical Representative (COTR). Designations of CORs 
must be in writing and enumerate the specific authorities being delegated. 


Contracting Officer's Technical Representative (COTR) 


See Contracting Officer's Representative (COR). 


Core Factor 


Synonym for Common Area Factor (see Common Area Factor) 


CoStar 


CoStar Group, Inc., a private-sector provider of information, marketing, and analytic services to 
commercial real estate professionals. It maintains a comprehensive database of commercial real 
estate information, such as space available for lease, comparable sales information, tenant 
information, properties for sale, property information for clients' web sites, industry professional 
directory, analytic information, data integration, property advertising, and industry news. 


Cost-Benefit Analysis 


A comparative analysis of the anticipated cost deferential of remaining in place compared to 
moving to another space. The Cost-Benefit Analysis includes anticipated market rates, moving 
costs, as well as costs to reproduce or build out the space and infrastructure to meet the tenant 
agency's mission. This analysis which demonstrates whether the overall cost to the Government 
is greater or lesser than the cost of remaining at the current location, provides the foundation for 
an OFOC used to justify a succeeding lease. GSAM 570.402-6 provides a detailed description. 


Cost Technical Trade-Off (CTTO) 


See Best Value Trade-Off. 



Customers 



As used within PBS, customers are other Federal agencies. 



Customer Workplace Standards 


Customer agency guidelines, regulations, and policies that address the allocation or construction 
of the customer's physical work environment. It often includes space allocation standards, 
utilization rate guidelines, support space recommendations, and special build-out requirements 
that would be followed during construction . In some cases, it also includes performance 
standards that the workspace must meet. 


Davis-Bacon Act of 1931 


A Federal statute governing wages paid under Federal contracts. Under the provisions of the act, 
contractors or their subcontractors must pay on-site workers no less than the locally prevailing 
wages and fringe benefits paid on projects of a similar character. Lease contracting officers are to 
include the Labor Standards paragraph in lease solicitations when the delivery schedules are 
long enough to permit satisfaction of the requirements through construction of a building. If an 
offeror proposes to satisfy the requirements through new construction or the complete 
rehabilitation or reconstruction of an existing building, and where the Government is the sole or 
predominant tenant of the facility, various FAR clauses implementing the Davis-Bacon Act will 
apply to the base build out and tenant improvement work. Davis-Bacon provisions are 
incorporated into all leases involving new construction. 


PBS Leasing Desk Guide 
This page last revised: 212312011 


A-5 







APPENDIX A: Glossary of Terminology 


Delineated Area 



The specific boundaries within which space will be obtained to satisfy an agency space 

requirement. The delineated area for each lease procurement is defined by specific geographic 

boundaries. 



Design Intent Drawings (DIDs) 



Fully dimensioned drawings of leased space that consist of enough information to prepare 

construction drawings for the space including: (1) furniture, wall, door, and built-in millwork 

locations; telephone, electrical , and data outlet types and locations; and repositioned sprinklers, 

ceilings, and lighting, where affected; (2) specifications necessary for calculation of electrical and 

HVAC loads; and (3) all finish and signage selections. DIDs do not contain mechanical, electrical, 

or plumbing specifications or drawings. They do not carry furniture or computer and 

telecommunication specifications; nor do they contain signage, artwork, keying , or hardware 

schedules. 



Effective Date (Lease) 



The effective date of the lease is the date when the terms and conditions of the lease contract 

become binding on the lessor and the Government. For some purposes, different GSA practices 

over the years have also included it to mean the day the Government begins paying rent or the 

start date for tenant agency occupancy. Leasing specialists must be cognizant and careful of the 

different applications of the term. 



Energy Star® 



A jOint program of the U.S. Environmental Protection Agency and the U.S. Department of Energy 

introduced in 1992 to promote energy efficiency. It administers a voluntary labeling program 

designed to identify and promote energy-efficient products to reduce greenhouse gas emissions. 

The Energy Star® label appears on more than 60 product categories, including major appliances, 

office equipment, lighting, home electronics, new homes, and commercial and industrial buildings. 

See also Leadership in Energy and Environmental Design (LEED®) and Chapter 18, 

Sustainability. 



eLease 



GSA's electronic tool that standardizes a national leasing transaction lifecycle and automates the 

daily tasks of realty professionals through document management and storage, electronic 

templates, a workflow engine, communication facilitation, and systems integration . 



Equivalent Level of Safety 



An alternative design or system (which may include automatic fire sprinkler systems), based upon 

fire protection engineering analysis, that achieves a level of safety equal to or greater than that 

provided by automatic fire sprinkler systems. (See 41 CFR 102-80 for guidance on conducting an 

analysis of equivalent level of safety.) 



Escalation 



An increase in rent during the lease term specified in the Lease contract. The escalation may be 

a periodic fixed increase, tied to a Government cost of living index, or calculated as an 

adjustment based on changes in expenses paid by the landlord (tax increases, increased 

maintenance costs, etc.). 



Excluded Party Listing System (EPLS) 



A primary source for ascertaining whether an offeror has been disqualified or excluded from 

participation in Federal contracts. Formerly known as the "debarred bidders list. " It was 
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established to verify that agencies do business only with responsible contractors and do not allow 
a party to participate if any executive department or agency has debarred, suspended, or 
otherwise excluded them. The EPLS is accessible online at https://www.epls.gov/. 


Executive Orders 


Official documents, numbered consecutively, through which the President of the United States 
manages the operations of the executive branch of the Government. 


Extension (Lease) 


Extension of the expiration date of a lease to provide for continued occupancy on a short-term 
basis, with substantially the same terms and conditions. An extension is generally executed when 
there are evolving agency requirements, delays in delivery of a New or Replacing lease, or delays 
in a move to other federally controlled space. See GSAM 570.405, Lease Extensions. 


Federal Acquisition Regulation (FAR) 


Codification of uniform policies for acquisition of supplies and services by executive agencies. 
The official FAR appears in the Code of Federal Regulations at 48 CFR Chapter 1. It is issued 
and maintained jOintly under the statutory authorities granted to the Secretary of Defense, 
Administrator of General Services, and the Administrator of the National Aeronautics and Space 
Administration. Statutory authorities to issue and revise the FAR have been delegated to the 
Procurement Executives in DOD, GSA, and NASA. The GSA FAR Secretariat publishes the FAR 
on behalf of all three FAR issuing agencies. 


FedBizOpps or Federal Business Opportunities (FBO) 


Web-based portal (https://www.fbo.gov/) that allows vendors to review Federal procurement 

opportunities over $25,000. It is designed as a single point of entry for Federal buyers to publish 

and for vendors to find posted Federal business opportunities across departments and agencies. 

Operation and maintenance of the FBO system and website is managed by the GSA Office of 

Acquisition Systems (OAS). As outlined under GSAM 505.101 (c) . FBO is used to publicize 

potential leasehold procurements in lieu of, or in conjunction with, newspaper advertisements. 



Federal Information Systems Management Act (FISMA) 



Federal statute enacted as part of the E-Government Act of 2002 (Pub. L. No. 1 07 -34 7). The 

goals of FISMA include developing a comprehensive framework to protect the Government's 

information, operations, and assets. It assigns specific responsibilities to Federal agencies, the 

National Institute of Standards and Technology (NIST), and the Office of Management and 

Budget (OMB) in order to strengthen IT system security. In particular, FISMA requires the head of 

each agency to implement policies and procedures to cost-effectively reduce information security 

risks to an acceptable level. 



Federal Government 



The Government of the United States of America. 
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Federal Management Regulation (FMR) 


Subchapter C, (Parts 102-71 to 102-84) contains the scope and philosophy of GSA's real property policies 
as they apply to Federal agencies (including PBS) operating under, or subject to, the authorities of the 
Administrator of General Services. These policies cover the acquisition , management, utilization, and 
disposal of real property by Federal agencies that initiate and have decision-making authority 
over actions for real property services. This Desk Guide is the procedural guide for operating within the 
structures of the FMR. 


Final Proposal Revision (FPR) 


Last opportunity for offerors to revise their proposals before award . Previously known as "best 
and final offer." At the conclusion of discussions, each offeror still in the competitive range is 
given an opportunity to submit a final proposal revision. The Lease Contracting Officer is required 
to establish a common cut-off date only for receipt of final proposal revisions not necessarily for 
each round of negotiations. Requests for final proposal revisions should advise offerors that the 
final proposal revisions must be in writing and that the Government intends to make award 
without obtaining further revisions. After an offeror submits its final proposal revision, no further 
negotiations are allowed-only clarifications to achieve an accurate understanding are permitted. 


Firm Term of Lease 


The non-cancelable duration of the lease during which the Government has contractually 
committed to make rental payments with or without occupancy. 


Fiscal Year 


For the Federal Government, the fiscal year begins on October 1 of each calendar year and ends 
12 months later on the following September 30, i.e., Fiscal Year 2011 begins October 1, 2010 
and ends September 30, 2011 . 


Floor Common Area 


Refers to the area on a floor such as washrooms, janitorial closets, electrical rooms, telephone 
rooms, mechanical rooms, elevator lobbies, and public corridors that are available primarily for 
the use of tenants on that floor. 


Floor Common Area Factor 


Refers to the conversion factor, that when applied to ANSI/BOMA Office (or store) Area or 
Building Common Area, gives the Basic Rentable Area of the office, store or building common 
area. 


Floor Rentable Area 


Refers to the result of subtracting from the gross measured area of a floor the major vertical 
penetrations on that same floor. It is usually permanently fixed, and rarely changes as a result of 
changes in corridor size or configuration. 


Freedom of Information Act (FOIA) 


The 1966 Freedom of Information Act (FOIA), 5 U.S.C. 552, as amended, permits any person to 
request access to Federal agency records or information . Federal agencies are required to 
disclose records upon receipt of a written request, except for records that are protected from 
disclosure by certain exemptions or exclusions in the act. Certain records are not releasable 
under a FOIA request if one or more of the following exemptions apply: 


• Classified defense and foreign policy information 


• Internal agency rules and practices 
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• Information prohibited from disclosure under other laws 


• Trade secrets and confidential business practices 


• Inter or intra-agency communications protected under law 


• Information involving matters of personal privacy 


• Certain information regarding law enforcement 


• Information on supervision of financial institutions 


• Geological information on wells 


General Clauses 


The provisions and clauses required for acquisition of leasehold interests in real property set out 

in GSAM Section 570.6. These clauses are included as an attachment to the Solicitation for 

Offers for leased space and may be updated from time to time. The general clauses are included 

in the various versions of the GSA Form 3517, General Clauses, Acquisition of Leasehold 

Interests in Real Property. 



General Services Administration Acquisition Manual (GSAM) 



Manual containing agency acquisition regulation (GSAR is shaded), policy (GSAM is not shaded), 

practices, clauses, provisions, and forms governing the leasing process (GSAR 570). 



Gross Building Area 


Refers to the total constructed area of a building and is generally not used for leasing purposes. 


GSA 


Refers to the U.S. General Services Administration, an executive agency of the Federal 
Government that is tasked with handling the acquisition of products and services for the 
government of the United States of America. 


Guiding Principles For Federal Leadership in High Performance And Sustainable Buildings 


A common set of principles 
http://www . fedcenter. gov/ _kd/l tems/actions. cfm?action=Show&itemjd=4 713&destination =Showl t 
em that 19 federal agencies (including GSA) established and agreed to follow for integrated 
design, energy performance, water conservation , indoor environmental quality, and materials 
designed to help Federal agencies and organizations: 


• -Reduce the total ownership cost of facilities; 


• -Improve energy efficiency and water conservation; 


• -Provide safe, healthy, and productive built environments; and, 


• -Promote sustainable environmental stewardship. 


Hard Copy 


A physical copy of a document from its source on the original paper, rather than an electronic 
copy such as facsimile or e-mail. 
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Hazardous Areas 



Those areas in a building referred to as hazardous areas in NFPA 101, Life Safety Code, or any 

successor standard. Examples include areas used for the storage of combustibles or flammables; 

toxic, noxious, or corrosive materials; and heat producing appliances. 



High-Rise Building 



A building greater than 75 feet in height where the building height is measured from the lowest 

level of fire department vehicle access to the floor of the highest occupied floor (IBC 2009 or 

NFPA 101 2009) . A building that is 6 stories or more in height is typically considered a high-rise 

building . 



Historic District 



A geographically definable area, urban or rural, possessing a significant concentration, linkage, or 

continuity of sites, buildings, structures, or objects united by past events or aesthetically by plan 

or physical development. A district may also comprise individual elements separated 

geographically but linked by association or history (36 CFR 60.3(d)). The historic district must be 

included in or be determined eligible for inclusion in the National Register of Historic Places. 



Historic Property 



Any prehistoric or historic district, site, building, structure, or object included in or determined 

eligible for inclusion in the National Register of Historic Places maintained by the Secretary of the 

Interior (36 CFR 800.16(1)). 



Holdover 



Retaining possession of leased space after the lease expiration or termination date. 



Hoteling 



The temporary leasing of a small block or blocks of space in a shared office arrangement, 

typically for use by an agency as swing space or for emergencies or special projects. A hoteling 

lease contains all the basic, generic features of a typical fully serviced office lease with standard 

Operational Services and it typically includes expanded services and amenities such as the use 

of office furniture, phone instruments, phone service, computers, Internet access, conference 

rooms, break rooms and security. 



Independent Government Estimate (IGE) 



An internal PBS document estimating an appraisal and pricing of a lease or other contract for 

goods or services. It is typically used as a reference point for comparison when examining tenant 

build-out costs. 



ISC 



The Interagency Security Committee was created by Executive Order 12977 in October 1995. It 

is chaired by the Department of Homeland Security and comprises 14 agencies with primary 

security responsibilities for non-military matters: (a) establish policies for security in and 

protection of federal facilities; (b) develop and evaluate security standards for federal facilities, 

develop a strategy for ensuring compliance with such standards, and oversee the implementation 

of appropriate security measures in federal facilities, and (c) take such actions as may be 

necessary to enhance the quality and effectiveness of security and protection of federal facilities. 



Justification 



See Justification for Other Than Full and Open Competition. 
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Justification for Other than Full and Open Competition (Justification or OTFO) 



Document that justifies proceeding with a lease action without providing full and open competition, 

such as a sole source contract, or a contract resulting from an unsolicited proposal. 



Landlord 



See Lessor. 



Lease, Leasehold Interest in Real Property 



A contract by which a rightful possessor of real property conveys the right to use and occupy that 

property in exchange for consideration or rent. It may include operational services provided by 

the lessor. 



Lease Award Date 



The date the Lease Contracting Officer executes (signs) the lease that has already been signed 

by the lessor. 



Lease Construction 



Government planned/Government required new construction of a building resulting from a lease 

solicitation. Lease construction occurs when the Government requires a new construction solution 

to satisfy an agency's space requirements. Lease construction can also occur as a result of a 

solicitation for leased space that does not specify construction . 



Lease Contracting Officer (LCO) 



An individual holding a valid Government-issued warrant providing authority to enter into and 

administer leases on the Government's behalf. The Lease Contracting Officer's job classification 

is GS-1170, Realty Specialist. 



Lease Cost Relative to Market (LCRM) 



A measure that compares the PBS cost of leased space with comparable private commercial 

asking rates to determine whether PBS negotiates competitive rates for its leases. 



Leasing Specialist (LS) 



PBS personnel (classified GS-1170, Realty SpeCialist) who assist Lease Contracting Officers and 

may perform all duties that do not legally obligate the Government. 



Leadership in Energy and Environmental Design (LEED®) 



A green building certification system, developed by the private-sector, non-profit entity known as 

the U.S. Green Building Council, to provide third-party verification that a building or community 

uses strategies to improve performance across metrics such as energy savings, water efficiency, 

CO2 emissions reduction , improved indoor environmental quality, and stewardship of resources. 

LEED® helps building owners and operators identify solutions for green building design, 

construction, operations, and maintenance. The system can be applied to both commercial and 

residential buildings and throughout the building lifecycle (design and construction, operations 

and maintenance, tenant buildout, and retrofit alterations). See also Energy Star®. 



Lessee 



The entity that enters into a contract with the Lessor. In all PBS leases, the United States acting 

by and through the U.S. General Services Administration (GSA) is the lessee. The tenant is the 

occupant agency or other entity so designated by the lessee. See Tenant. 
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Lessor 



Any individual, firm, partnership, limited liability company, trust, association, state or local 

government, or legal entity that is the rightful owner of the property leased to the Federal 

Government. Synonym for landlord. 



Lowest Price Technically Acceptable (LPTA) 



Source selection approach in which award is made to the offeror presenting the lowest priced 

offer that is technically acceptable (meets the Government's minimum requirements) . Compare to 

best value tradeoff. 



Low-Rise Building 



A building equal to or less than 75 feet in height where the building height is measured from the 

lowest level of fire department vehicle access to the floor of the highest occupied floor (IBC 2009 

or NFPA 101 2009). A building that is 5 stories or less in height is typically considered a low-rise 

building. 



Major Vertical Penetrations 



Refers to stairs, elevator shafts, flues, pipe shafts, vertical ducts, and similar building penetrations, 

and their enclosing walls. Atria, light wells, and similar penetrations above the finished floor are 

included. Excluded are vertical penetrations for the private use of a tenant occupying office areas 

on more than one floor; as well as structural columns, openings for vertical electric cable or 

telephone distribution, and openings for plumbing lines. Vertical penetrations are not considered 

part of a building's rentable area. 



Market Research 



Any methodical effort to gather information about the market or customers, in order to gain insight 

or improve business decisions. It may involve consulting commercial databases, real estate 

brokers, and other sources of expertise. It mayor may not involve directly contacting commercial 

lessors. Market research generates useful information for setting negotiation objectives by 

helping to identify ranges of fair and reasonable costs for the type of space desired. 



Market Survey 



A mechanism for gathering information about and visiting specific properties in the market to 

determine whether suitable property is competitively available and how to satisfy a lease 

requirement in the most competitive manner. Market surveys must not be used to target a single 

specific property to lease. The characteristics of each building inspected for a market survey must 

be documented. 



Memorandum of Agreement (MOA) 



A document that records an understanding of parties to cooperatively work together on an agreed 

upon project or meet an agreed objective. It outlines the terms of the parties to work in 

partnership and lists their agreed responsibilities. It is not intended to be a legally enforceable 

contract. See Memorandum of Understanding (MOA). MOA and MOU are interchangeable 

terms. 



Memorandum of Understanding (MOU) 



A document confirming agreed-upon terms, indicating an intended common line of action, and 

setting forth the basic principles and guidelines under which the parties will work together to 

accomplish their goals .. It is not intended to be a legally enforceable contract. See Memorandum 

of Agreement (MOA). MOA and MOU are interchangeable terms. 
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Milestones 


PBS has established 15 standard customer milestones for tracking project delivery along all 
business lines. These milestones track the project throughout its major stages, including 
developing requirements through acquisition planning, issuing the SFO, awarding the lease 
contract, completing design and construction, and starting rent and occupancy. These 15 
milestones can be accessed at 
http://pbsportal.pbs.gsa.gov:7777 /portal/page? _pageid=80,582112&_dad=portal& 
_schema=PORTAL. To track leasing progress, PBS has mapped these 15 standard milestones 
to 24 specific leasing task project milestones. These project milestones provide greater detail on 
actual dates for sub-tasks within the various project phases. The 9 additional leasing-specific 
milestones concern customer project status reporting for most types of PBS projects, including 
new and existing space. 


National Broker Contracts (NBCs) 


Contracts for commercial real estate lease acquisition services that enable PBS to use private
sector brokers. Broker contracts require no appropriated funds, as no payments are made directly 
by the Government. Real estate brokers negotiate and collect commissions directly from building 
owners, as is typical in commercial real estate transactions. PBS leasing professionals serve as 
project managers and contracting officer's technical representatives, guiding the brokers to fulfill 
their responsibilities under the contracts. In June 2010 such contracts were awarded to CB 
Richard Ellis Global Corporate Services, Jones Lang LaSalle Americas Incorporated, Studley 
Incorporated, and UGL Equis Corporation. 


National Register of Historic Places 


A formally authorized list of districts, sites, buildings, structures, and objects that are judged 
significant in American history, architecture, archeology, engineering, and culture. The Secretary 
of the Interior is authorized to expand and maintain the National Register of Historic Places under 
the National Historic Preservation Act (36 CFR 60.1) . 


Net Annual Rent 


Net annual rent is calculated by excluding only lessor-supplied services and utilities from the gross rent paid 
to the lessor. 


Net Present Value 


See Present Value Analysis (PVA). 


New or Replacing Lease 


A lease with new terms and conditions and a new lease contract number, applicable for either a 
new requirement or for the replacement of an existing expiring lease. 


Non-Priced Evaluation Factor 


An evaluation factor other than price, used by the Government to select awardees, normally in 
best value trade-off procurements, where award is based on the best value to the Government 
after considering price and technical (non-priced) evaluation factors. Also referred to as an award 
factor. 


Notice to Proceed (NTP) 


Notification to a contractor by the Lease Contracting Officer that the contractor can begin work 
subject to the conditions of the contract. The notice is given in writing and binds the Government 
contractually. The performance time of the contract starts from the NTP date. The notice to 
proceed for tenant improvements can be granted if competition for the construction contract 
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award is deemed adequate; the lessor's cost proposal is accepted (it is based on the lowest bid 

by a qualified contractor); final DIDs are approved, and all CDs are completed; and funds are 

available via a signed occupancy agreement, adequate BA 53 fund certification , and/or 

Reimbursable Work Authorization . 



North American Industry Classification System (NAICS) 



NAICS is the standard used by Federal statistical agencies in classifying business establishments 

for the purpose of collecting, analyzing, and publishing statistical data related to the U.S. 

business economy. The NAICS code for GSA leasing is 531190. 



Occupancy Agreement (OA) 



A complete, concise statement of a tenant agency's agreement to the financial terms and 

conditions for occupying PBS-controlled space. PBS prepares the OA, and both the tenant 

agency and GSA sign it. The document consists of the signed agreement and a financial 

summary. 



Occupancy Services 


Occupancy services are recurring services provided by GSA to a client agency during the client agency's 
occupancy of space. In leased locations the services include periodic inspections to ensure lessor 
compliance with the lease contract. These inspections are to identify that space is in a safe condition, and 
that cleaning and maintenance is routinely done by the lessor. 


Offeror 


A party making an offer in response to a Solicitation for Offers (SFO). 


Office Area 


Identical in meaning to ANSI/BOMA Office Area, (ANSI/BOMA Office Area is the preferred 
terminology) . 


Operating Costs 


The portion of leasehold rent associated with the services, maintenance, utilities, and other 
operating expenses being provided by the lessor. This figure, also referred to in the SFO as the 
base rate, is used as the basis for calculating future CPI escalations. See Operational Services. 


Operating Lease 


See Scoring. 


Operational Services 



Services that support use of a leased property, such as heating, ventilation, air conditioning, 

utilities, custodial services, landscaping, pest control, and snow removal. 



PBS 



Refers to the Public Buildings Service, a branch of GSA (see GSA) that acquires, disposes of, 

and manages the Federal Government's real estate (buildings, land, real property interests 

including leases). 



Present Value Analysis (PVA) 



Analytical method for comparing rent streams among offers to determine the lowest offer. The 

present value amount provides a single cost representation of various rent streams, variations in 

operating costs, lump sum payments, and amortizations that allows the Government to 
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understand the true price of all offers in today's (present value) dollars. The PYA is calculated on 
a per square foot basis, using the ANSI/BOMA office area. The Leasing Specialist and broker 
contractor should always use the eLease PYA calculator to create a permanent record within 
eLease of the offers received in response to a solicitation. 


Price Negotiation Memorandum (PNM) 


A document describing the principal cost elements of a negotiated lease agreement, including 
documentation of fair and reasonable pricing. The Lease Contracting Officer must include the 
PNM in the contract file. 


Price Negotiation Objectives 


Objectives that establish the Government's initial and subsequent negotiation position . They 
assist in the Lease Contracting Officer'S determination of fair and reasonable price. 


Pro Forma 


A financial estimate of the gross and net income and expenses expected in a new or renovated 
office building (or any real estate investment venture) . 


Program of Requirements (POR) 


A document describing the client agency's needs, timeframes, and other special requirements for 
a specific project or location based on Customer Workplace Standards. It is developed through a 
comprehensive interaction between PBS and agency clients, using a variety of resources and 
templates that assist GSA associates with developing clear, comprehensive, and consistent client 
requirements. 


Prospectus Threshold 


40 U.S.C. 3307(a) establishes a limitation on the appropriation of funds to construct, alter, or 
acquire buildings, or to lease space or alter leased space, if the expenditure exceeds a threshold 
dollar amount, as adjusted annually in accordance with 40 U.S.C. 3307(h) . Appropriations may 
be made only if the Committee on Environment and Public Works of the Senate and the 
Committee on Transportation and Infrastructure of the House of Representatives adopt 
resolutions approving the purpose for which the appropriation is made. The Administrator of 
General Services submits a prospectus for the proposed project to the committees to secure their 
approval though committee resolutions. The prospectus threshold for leases for fiscal year 2011 
is $2.79 million annual rent, net of operating expenses. 


Prospectus Lease 


A prospectus lease proposes an annual net rent that exceeds the prospectus threshold amount 
for the fiscal year in which award is to be made, requiring the prior submission and approval of a 
prospectus. 


Punch List 


An itemized list of work to be completed or corrected by the lessor after substantial completion of 
the build out/alterations to the space. 


Regional Account Manager (RAM) 


Manager supported by a dedicated account team that works with a network of internal team 
members in various business lines to advocate clients' strategic business needs and objectives 
within PBS. This information and insight allows PBS to be a more customer-centric, strategic, and 
pro-active real estate organization, balancing our clients' business needs with our portfolio. 
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Reimbursable Work Authorization (RWA) 


An RWA is a written agreement (documented on GSA Form 2957) between PBS and a customer 
agency, whereby PBS agrees to provide goods and services and the customer agency agrees to 
reimburse PBS' costs of these goods and services, indirect costs, and fees. RWAs certify a 
customer agency's funds availability and enable the agency to be billed for the cost of altering, 
renovating, repairing, or providing services in space managed by PBS over and above the basic 
operations financed through Rent, and in other properties managed by the Federal community. 
The RWA must include: A Bona Fide Need; a fully defined scope of work associated with the 
funds; a cost estimate that supports the total authorized amount of the RWA; plus financial and 
other supporting data (e.g ., billing information) relative to the reimbursable service. The customer 
agency must also specify the type of funding available (i.e., annual or multi-year appropriations) 
as well as the expiration date of this obligational authority. 


Renewal Option 


The right, but not the obligation of the Government to continue a lease upon specified terms and 
conditions, including lease term and rent. 


Rent and Related Services 


The consideration paid for the use of leased property, plus the costs of operational services 
furnished by the lessor, the Government, or both . 


Rentable Area 


See Rentable Space. 



Rentable Space 



The area for which a tenant agency is charged rent. It is the ANSI/BOMA Office Area space 

measurement plus its associated share of floor common areas and building common areas. The 

rentable space may include a share of building supporUcommon areas such as elevator lobbies, 

building corridors, and floor service areas. Floor service areas typically include restrooms, janitor 

rooms, telephone closets, electrical closets, and mechanical rooms. The rentable space does not 

include vertical building penetrations and their enclosing walls, such as stairs, elevator shafts, 

and vertical ducts. (Synonym to Rentable Area). 



Rent Bill Management (RBM) 



A program that requires customer billing data entered into PBS systems to be supported by 

source documentation and requires that PBS' billing policies are consistently applied. RBM is 

used to ensure that customer billing, lessor payments, and inventory data are: 



• Verified against and supported by source documentation 


• Nationally standardized and consistent with all PBS policies 


• Reviewed and verified by a third party 


Request for Lease Proposal 



See Solicitation For Offers (SFO). 



REXUS 



The asset management database that will replace STAR as the PBS real estate inventory system. 

It will more tightly align the inventory with business processes, streamline the interactions 

between systems, and integrate with the PBS technical architecture. 



PBS Leasing Desk Guide 
This page last revised: 212312011 


A-16 







APPENDIX A: Glossary of Terminology 


R/U (Rentable/Usable) Ratio 



Also known as the Common Area Factor (see Common Area Factor) . 



Rural Area 


As defined in 7 U.S.C. 1991 (a) (13) (A), "any area other than


(a) A city or town that has a population of greater than 50,000 inhabitants; and 


(b) The urbanized area contiguous and adjacent to such a city or town. " 


Scoring 


Federal Government method for distinguishing between capital expenditures and operating 
expenditures for budget purposes. Capital expenditures are expenditures that are equivalent to 
the purchase of a capital asset, or fixed asset (such as a building). Operating expenditures 
represent costs that keep the Government operating (such as leases that do not result in the 
Government assuming the risks of ownership or that do not result in the Government ownership 
of the leased asset) . Budgeting for capital leases and operating leases is accounted for differently; 
therefore, proper classification of leases is important to the Government's budgetary process 
(OMB Circular A-11 applies) . The circular is available at the Office of Management and Budget 
(OMB) Website at www.whitehouse.gov. Each lease acquisition is reviewed by the Government 
during the lease acquisition process to verify that the lease is an operating lease and not scored 
as a capital lease. Depending upon project parameters, scoring may be performed at project 
initiation, and/or as part of evaluation of final offers. 


Sensitive But Unclassified (SBU) 


A category of building information determined to be protected from unauthorized access. PBS 
has determined that procedures to access, generate, disseminate, store, transfer, and dispose of 
SBU building information pertain to leased space in a facility that has been designated as one of 
the following: 


(1) Interagency Security Committee (ISC) Facility Security Level IV GSA-leased facilities, or 


(2) 	 ISC Facility Security Level III GSA-leased facilities with 100 percent Government 

occupancy, or 



(3) Building information for other GSA-leased facilities will be considered SBU when 

requested in writing by the funds certifying official of the customer agency 



Shell (Building Shell) 



The complete enveloping structure, the base-building systems, and the finished common areas 

(building common and floor common) of a building that bound the tenant areas. The completed 

building shell is the beginning point for tenant improvements. The lease Solicitation for Offers 

(SFO) contains a complete shell definition in its entirety. 



Simplified Lease Acquisition 



Procedures for awarding a lease at or below the Simplified Lease Acquisition Threshold . GSAM 

Subpart 570.2 prescribes the reduced procedures for awarding such leases. 



Simplified Lease Acquisition Threshold (SLAT) 



The lease value threshold below which PBS may employ Simplified Lease Acquisition 

Procedures; currently $150,000 average Net Annual Rent for the term of the lease, including 

option periods and excluding the cost of Operational Services. 
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Small Business Size Standard 


Small Business Admin istration size standard of $20.5 million in gross annual receipts that applies 
to the owners of building space leased to the Federal Government. The small business size 
standard is set according to the procurement NAICS code, which for leasing is 531190. 


Space Allocation Standards 


See Customer Space Standards. 


Sole Source Lease Acquisition 


A lease that is entered into or proposed to be entered into after receiving authorization of a 
justification for other than full and open competition (OTFO) with only one source. An OTFO is not 
required if the requirement is made known to the public through a full and open ad, solicitations 
for offers are available to all interested sources, and all responsible sources are permitted to 
compete. 


Solicitation for Offers (SFO) 


A document used to solicit offers for a lease acquisition. The SFO describes Government 
requirements and performance criteria against which a lessor is expected to perform and the 
evaluation criteria that the Government will use to evaluate offers. 


Source Selection 


The processes and techniques for selecting a source or sources outlined in GSAM part 570. 
These include both the Lowest-Priced Technically Acceptable (LPTA) process and the Best Value 
Tradeoff process. The objective of source selection is to select the proposal that represents the 
best value to the Government. . 


Source Selection Authority (SSA) 


The individual authorized to make the final decision to select the successful offeror (contract 
awardee), when using the Best Value Tradeoff process. While the source selection authority can 
be the Lease Contracting Officer, the SSA is usually an individual higher up in the procurement 
organizational structure for larger, complex procurements. The SSA has overall respo.nsibility for 
seeing that the source selection process is conducted properly and efficiently and for making an 
impartial and sound selection decision. 


Source Selection Evaluation Board (SSEB) 


The team of Government employees (not contractors) appointed by the Source Selection 
Authority (SSA) to assist in a negotiated acquisition when using the Best Value Tradeoff process. 
The board typically consists of a chairperson, technical (non-voting).members and voting 
members, the Lease Contracting Officer, and a legal advisor. The client agency may be 
represented on the SSEB in either a voting or non-voting capacity. 


Special Requirements 


Requirements of the tenant agency that exceed improvements required for standard office space. 
Examples include security enhancements, LAN wiring specifications, increased HVAC 
requirements, and other similar requirements. 


STAR (System for Tracking and Administering Real-property) 


The asset management database that holds the PBS real estate inventory. It will be replaced by 
REXUS, which will more closely align the inventory with business processes, streamline the 
interactions between systems, and integrate with the PBS technical architecture. 
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Substantially Complete 



The condition of space in which all work necessary for the Government's access, occupancy, use, 

and enjoyment has been completed, except for minor matters that don't interfere with access, 

occupancy, use, or enjoyment. If the space cannot be used for its intended purpose and cannot 

deliver its intended benefits, then it is not Substantially Complete and PBS may not accept the 

space. 



Succeeding Lease 



A non-competitive (Sole Source) lease acquisition secured to cover continued occupancy of the 

current premises at the end of a lease term without a break in tenancy. It establishes new terms 

and conditions and has a new lease contract number. A succeeding lease is generally used 

where acceptable new locations are not identified, or else are identified but a Cost-Benefit 

analysis indicates that an award to an offeror other than the current lessor will result in substantial 

relocation costs or duplication of costs to the Government, and the Government cannot expect to 

recover such costs through competition . 



Superseding Lease 



A new lease that replaces an existing lease prior to expiration. It is procured following non

competitive sole source procedures. It establishes new terms and conditions and has a new lease 

contract number. The Government considers executing a superseding lease to replace an 

existing lease when the Government needs numerous. or detailed modifications to a space that 

would cause complications or substantially change the existing lease. A superseding lease 

should be considered where market rates have changed substantially. 



Supplemental Lease Agreement (SLA) 



Document used to change or modify an existing lease, such as for acquisition of additional space, 

partial release of space, revision in terms or rental payments, change in ownership or payee, or 

any other action that changes the lease. The SLA is documented on GSA Form 276, 

Supplemental Lease Agreement. 



Swing Space 



Temporary space for personnel who must be moved out of their leased space during renovation 

or alterations. 



Tenant Agency 



The entity that occupies leased space. See Lessee. 



Tenant Improvement Solicitation for Offers (TI SFO) 



The SFO used for other than Simplified and Accelerated PBS lease acquisitions. With this SFO 

each offeror agrees to provide a Tenant Improvement allowance established by PBS in lieu of 

describing the tenant improvements in detail. Once the actual tenant improvement price is 

negotiated after lease award, the rental rate is adjusted according to the terms and interest 

established under the lease. 



Tenant Improvements (Tis) 



The finishes and fixtures that transform space from its shell condition to a finished, usable 

condition. A tenant improvement allowance provided by the building owner is the funding source 

that enables the space to be fitted out for occupancy to meet a customer agency's specific 

requirements. The PBS tenant improvement definition is found in its entirety in the lease SFO. 
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Transaction Management Playbook (TMP) 


In requirements development, a process for capturing the "five key interactions with clients," to 
ascertain that PBS thoroughly understands and meets their needs. The five key interactions with 
clients are: conduct a needs interview; confirm requirements; present options; document 
agreement; and deliver as promised . 


Turnkey Projects 


With the turnkey approach, the SFO defines all of the Government's requirements, including the 
tenant improvements, and all of the costs are negotiated before award. The turnkey approach is 
used in lieu of the standard TI SFO and is only possible when an agency provides a fully detailed 
Program of Requirements (POR). A POR results from the completion of a requirements 
development package. This package includes: 


• 	 An organizational study to identify mission, organizational size and structure, projected 
growth, work types and related space types, applicable space standards, and union 
requirements; 


• 	 A narrative with a general overview of the client's operations; 


• 	 A description of special site building or auxiliary facility requirements; 


• 	 Current and life-of-Iease projected headcount data; 


• 	 Usable square footage requirements broken down by space types; 


• 	 Program data with a list of spaces for the building, a list of requirements for each space, a list 
of requirements for each auxiliary facility, diagrams of relationships among occupant 
groups(adjacency diagrams), diagrams or descriptions of features of key spaces, tabulations 
of requirements based upon the number of occupants, and tabulations of floor areas; and 


• 	 An overview of site and facility design requirements based on the above criteria, including 
flexibility of layout, potential for facility growth, and zoning of site and facility for public and 
secure areas. 


Security design requirements, communication, and special space requirements must also be 
identified. A requirements development package may include requirements for thermal design, 
acoustical design, lighting, and HVAC. Concept floor plans with annotations of key issues and 
supplementary drawings of special features, layouts, equipment, furnishings, and details may 
also be included if necessary. 


Walk-Through 


Inspection of building space by the tenant and the landlord (or their representatives) together to 
evaluate the quality and completeness of remodeling or construction and to determine whether 
the space is Substantially Complete and ready for occupancy by the tenant. During the walk
through a Punch List is generated. 


Unique Requirement 


Requirement listed in the Unique Requirements paragraph of the Solicitation for Offers (SFO), 
describing features that a building or location must have to adequately accommodate the 
agency's requirements. Examples would be prescribing a certain floor location (e.g. above the 
first floor) or proximity to public transportation stops (e.g. within two blocks of XYZ metro line). 
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1. Overview 


a. PricewaterhouseCoopers LLP (PwC) prepared an FY 2000 Management Letter under 
contract to the Office of Inspector General (IG) that addressed leasing. The leasing matter was 
included in the IG’s Report Number A001012/B/F/F01012 and transmitted by the Regional 
Inspector General for Auditing to the Acting Commissioner on May 29, 2001. 


b. PwC “reviewed the leasing files to ensure the files were properly documented” and found 
some “discrepancies.” A small percentage of the files did not include either copies of newspaper 
advertisements or price negotiation documentation. Accordingly, the report recommended that 
PBS “Establish a standardized contract file format in accordance with the GSAM so that individual 
pieces of documentation can be located more easily.” PBS management agreed with the 
recommendation and, in October 2001, issued guidance to Leasing Specialists instructing them 
to use the lease file checklist to organize lease files and to include the lease file checklist in the 
lease file.  In addition, PBS provided a guidance document to be used in coordination with the 
Checklist and that explains the policy requirements for each task. 


c. In June 2012, the GSA PBS Office of Leasing issued templates for Request for Lease 
Proposals (RLP) and Lease for the models that were developed through the PBS Lease Reform 
initiative.  Lease models have tailored the lease acquisition documents to the size, complexity, 
and security level of the lease transaction.  This includes dividing the solicitation for offers into 
two documents, a Request for Lease Proposals (RLP) and Lease for each model except the On-
Airport model that does not use an RLP.   


The five models are: 


• Simplified Lease Acquisition Model 
• Streamlined Lease Model 
• Succeeding Lease, Superseding Lease Model 
• Standard Lease Model 
• On-Airport Lease Model 


2. Lease File Checklists 


This appendix establishes lease file checklists for the following leasing models: 


• Simplified Lease Acquisition Model 
• Streamlined Lease Model 
• Succeeding Lease, Superseding Lease Model 
• Standard Lease Model 
• On-Airport Lease Model 


 
These checklists provides a reference point for all tasks/documentation necessary to complete a 
lease acquisition and should be used in coordination with the Leasing Desk Guide, which 
explains the policy requirements for each task.  (Note:  In the near future, the GSA PBS Office 
of Leasing will be incorporating live hyperlinks from the specific line items in following 
lease file checklist to the appropriate Leasing Desk Guide section providing policy 
guidance on that specific line item.) 
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1. Introduction 


This appendix lists leasing-related templates, forms, sample documents, and other useful 
resources cited throughout the Leasing Desk Guide. To constrain the size and complexity of this 
appendix, the tables on the subsequent pages give active hyperlinks to the most current version 
of the listed documents, rather than incorporating their full content into this document. The links 
connect to PDF copies of the documents at GSA’s public web site at www.gsa.gov. These 
documents are also available in their source file format for GSA staff at the National Office of 
Leasing shared Google site at https://sites.google.com/a/gsa.gov/office-of-leasing/ under the 
Lease Forms tab. 


To search throughout this and other documents you are viewing in Adobe Reader or Adobe 
Acrobat: press CTRL + F to open a simple “Find” toolbar, or press CTRL + SHIFT + F to open the 
advanced search function. 


2. Lease Acquisition Models 


The following document lists are based on the “List of RLP Documents” paragraph in each 
model’s Request for Lease Proposal, except for the on-airport model, which is based on the 
“Documents Incorporated in the Lease” paragraph in the on-airport lease.  


These lists do not include documents that may be necessary for the lease but for which there are 
no standard forms or templates, such as agency requirements or unit price lists. In addition, the 
lists do not include documents that are used during the lease acquisition process but do not 
accompany the RLP or lease, such as space calculators or present value analysis tools, which 
are listed separately in Section 4 of this appendix.  


Standard 
Document Revision date 


Standard RLP (GSA Form R101C) Sep 2014 
Standard Lease (GSA Form L201C) Sep 2014 


Solicitation Provisions (GSA Form 3516) June 2012 
General Clauses (GSA Form 3517B) Mar 2013 
Proposal to Lease Space—Standard (GSA Form 1364C)* Sep 2014 
Lessor's Annual Cost Statement (GSA Form 1217) Jul 1994 


Pre-lease Fire Protection and Life Safety Evaluation for an Office Building (Part A or 
Part B) (GSA Form 12000) 


May 2011 


Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012 
*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label 
“_082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that 
carry the revision date “REV 09/14.” 
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Simplified 


Document Revision date 
Simplified RLP (GSA Form R101A) Sep 2014 
Simplified Lease (GSA Form L201A) Sep 2014 
Solicitation Provisions—Simplified (GSA Form 3516A) Sep 2012 
Proposal to Lease Space—Simplified (GSA Form 1364A)* Sep 2014 


Simplified Lease Proposal Data (GSA Form 1364A-1) Nov 2012 
Pre-lease Fire Protection and Life Safety Evaluation for an Office Building (Part A or 
Part B) (GSA Form 12000) 


May 2011 


Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012 
*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label 
“_082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that 
carry the revision date “REV 09/14.” 


 


Streamlined 
Document Revision date 


Streamlined RLP (GSA Form R101B) Sep 2014 


Streamlined Lease (GSA Form L201B) Sep 2014 
Solicitation Provisions (GSA Form 3516) Jun 2012 
General Clauses (GSA Form 3517B) Mar 2013 
Streamlined Lease Proposal (GSA Form 1364B)* Sep 2014 


Lessor's Annual Cost Statement (GSA Form 1217) Jul 1994 
Pre-lease Fire Protection and Life Safety Evaluation for an Office Building (Part A or 
Part B) (GSA Form 12000) 


May 2011 


Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012 
*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label 
“_082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that 
carry the revision date “REV 09/14.” 
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Succeeding/Superseding 


Document Revision date 
Succeeding/Superseding RLP (GSA Form R102) Sep 2014 
Succeeding/Superseding Lease (GSA Form L202) Sep 2014 
Solicitation Provisions (GSA Form 3516) Jun 2012 
General Clauses (GSA Form 3517B) Mar 2013 


Proposal to Lease Space (GSA Form 1364D)* Sep 2014 
Lessor's Annual Cost Statement (GSA Form 1217) Jul 1994 
Pre-lease Fire Protection and Life Safety Evaluation for an Office Building (Part A or 
Part B) (GSA Form 12000) 


May 2011 


Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012 
*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label 
“_082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that 
carry the revision date “REV 09/14.” 


 


On-Airport 
The on-airport model does not employ an RLP. 


Document Revision date 
On-Airport Lease (GSA Form L201D) Sep 2013 
General Clauses (GSA Form 3517B) Mar 2013 
 


Warehouse 
Document Revision date 


Warehouse RLP (GSA Form R101WH) Sep 2014 


Warehouse Lease (GSA Form L201WH) Sep 2014 
Solicitation Provisions (GSA Form 3516) June 2012 
General Clauses (GSA Form 3517B) Mar 2013 
Proposal to Lease Space—Warehouse (GSA Form 1364WH)* Sep 2014 


Lessor's Annual Cost Statement (GSA Form 1217) July 1994 
Prelease Fire Protection and Life Safety Evaluation for a Warehouse Building (GSA 
Form 12000-WH) 


May 2014 


Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012 
*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label 
“_082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that 
carry the revision date “REV 09/14.” 


 


  


PBS Leasing Desk Guide C-3  
This page last revised: 2/23/2015 



http://www.gsa.gov/portal/getMediaData?mediaId=203787

http://www.gsa.gov/portal/getMediaData?mediaId=203783

http://www.gsa.gov/portal/getMediaData?mediaId=203695

http://www.gsa.gov/portal/getMediaData?mediaId=204275

http://www.gsa.gov/portal/getMediaData?mediaId=203739

http://www.gsa.gov/portal/getFormFormatPortalData.action?mediaId=74781

http://www.gsa.gov/portal/getFormFormatPortalData.action?mediaId=69061

http://www.gsa.gov/portal/getFormFormatPortalData.action?mediaId=69061

http://www.gsa.gov/portal/getMediaData?mediaId=203679

http://www.gsa.gov/portal/getMediaData?mediaId=203655

http://www.gsa.gov/portal/getMediaData?mediaId=204275

http://www.gsa.gov/portal/getMediaData?mediaId=203727

http://www.gsa.gov/portal/getMediaData?mediaId=203723

http://www.gsa.gov/portal/getMediaData?mediaId=203695

http://www.gsa.gov/portal/getMediaData?mediaId=204275

http://www.gsa.gov/portal/getMediaData?mediaId=203719

http://www.gsa.gov/portal/getFormFormatPortalData.action?mediaId=74781

http://www.gsa.gov/portal/getMediaData?mediaId=203659

http://www.gsa.gov/portal/getMediaData?mediaId=203659

http://www.gsa.gov/portal/getMediaData?mediaId=203679





APPENDIX C: Templates, Forms, and Other Guidance 


 
 


 


 
Other Lease Action Types 


Document Revision date 
Lease for Real Property—Short Form (for parking) (GSA Form 3626) Apr 2009 
 


3. Other Lease Forms and Templates 


The following are other relevant documents, listed in order of the sequence of the lease 
acquisition process. 


Requirements Development 
Document Revision date 


Request for Space (SF-81) Feb 1989 
Workplace Needs Assessment Interview Tool Oct 2012 
Basic Space Program template Jun 2013 
GSA National Business Space Assignment Policy Feb 2013 


Clarification/Correction #1 -  National Business Space Assignment Policy Jul 2013 
Clarification/Correction #2 -  National Business Space Assignment Policy Jun 2014 
 


Acquisition Planning 
Document Revision date 


Combined Project Management and Acquisition Plan Template Pending review 
and final approval 


Lease Project Management and Acquisition Plan Template—SLAT Aug 2013 
Succeeding/Superseding Lease Decision Tool Nov 2014 
Sample Justification for Other Than Full and Open Competition (from Leasing Desk 
Guide, Chapter 5) 


Dec 2014 


Cost-Benefit Analysis Template (from Leasing Desk Guide, Chapter 5) Dec 2014 
 


Market Survey 
Document Revision date 


Lease Market Survey for Existing Building May 2011 


Automatic Categorical Exclusion (AutoCATEX) form (NEPA Memo to File)  Jan 2012 
Market Survey Analysis and Negotiations Objectives (Succeeding/Superseding Lease)  
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Solicitation Process 


Document Revision date 
Combined Template for FedBizOpps Advertisement and Procurement Summary Nov 2014 
 


Negotiations/Award 
Document Revision date 


Market Survey Analysis and Negotiations Objectives (Succeeding/Superseding Lease) Jul 2013 
Price Negotiation Memorandum template (pre-award) Dec 2014 
Notice to Unsuccessful Offeror template Dec 2014 
 


Design/TI 
Document Revision date 


Lease Amendment Form Dec 2012 
 


Commencement/Closeout/Lease Administration 
Document Revision date 


Lease Action Summary (GSA Form 3628) Jan 1997 
 


4. Calculation Tools and Worksheets 


Document Revision date 
Present Value Analysis (PVA) calculator Nov 2013 
Warehouse Cubic PVA calculator Sep 2013 
TI Cost Summary (TICS) Table May 2013 
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5. Key Executive Orders, Lease Acquisition 
Circulars, and Other Guidance 


Document Revision date 
EO 11988, Floodplain Management May 1977 
EO 11990, Protection Of Wetlands May 1977 
EO 12072, Federal Space Management Aug 1978 
EO 12979, Agency Procurement Protests Oct 1995 


EO 13006, Locating Federal Facilities on Historic Properties in Our Nation's Central 
Cities 


May 1996 


EO 13514, Federal Leadership in Environmental, Energy, and Economic Performance Oct 2009 
LAC 2012-01, Application of the HUBZone Price Preference to Leasing Mar 2012 
LAC 2014-01, Automated Advanced Acquisition Program (AAAP) May 2014 
LAC-2014-05, Procedures for Server Room Heating, Ventilation, and Air Conditioning 
(HVAC) Requirements in Leases 


Sep 2014 


LAC 2014-06, Lease Requirements for Protection of Environmental, Archaeological, 
and Historic Resources 


Sep 2014 


 


6. Realty Services Letters 


The following Realty Services Letters (RSLs) are currently in effect. Some RSLs have been 
superseded in part by Lease Acquisition Circulars (LACs). In any instance of overlap or 
discrepancy between them, LACs are the final authoritative source of leasing policy and guidance. 
Over time the Office of Real Estate Acquisition will be issuing additional LACs to update and 
replace these current RSLs, which will then be cancelled. 


These RSLs are available on PBS Insite, accessible through the PBS Portal at 
http://pbsportal.pbs.gsa.gov, by selecting Leasing > Leasing Desk Guide/Forms > Realty 
Services Letters. RSLs are also available on the public Leasing web site at 
http://www.gsa.gov/portal/content/163759.  


Cancelled RSLs are not listed here. Their content has been either incorporated as current policy 
into the relevant portions of the Leasing Desk Guide or else superseded by other subsequently 
issued guidance.  


Date Issued RSL Number Subject 
09/28/2010 RSL-2010-02 Energy Star® Requirement for Lease Acquisition with attachments 1–3 
07/30/2010 RSL-2010-01 Reissuance of Realty Service Letters 
08/12/2009 RSL-2009-06 Acquisition Planning for Leases Revised 
06/02/2009 RSL-2009-04 Process for Lease Actions Funded by the American Recovery and 


Reinvestment Act (ARRA) 
04/29/2009 RSL-2009-02 Revising GSA Form 3626, U.S. Government Lease for Real Property 
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Date Issued RSL Number Subject 
02/19/2009 RSL-2009-01 Posting of Justifications for Other than Full and Open Competitions on 


the Federal Business Opportunities ("FedBizOpps" Website 
09/26/2008 RSL-2008-07 Special Aspects of Contracting for Succeeding Leases 
08/22/2008 RSL-2008-06 Procedures for FEMA Emergency and Disaster Leases 


08/22/2008 RSL-2008-05 Price Preference for Historic Properties in Lease Acquisitions 
08/22/2008 RSL-2008-04 Revised Solicitation for Offers Template, Revised Form 1364, Security 


Unit Price List 
08/20/2008 RSL-2008-03 Revised Policy on the Determination of Operating or Capital Lease 


Classification for Budget Scorekeeping Purposes 
06/13/2008 RSL-2008-01 Fire and Casualty Damage Clause Modification 
12/27/2007 RSL-2007-12 Green Lease Policies and Procedures for Lease Acquisition 
10/30/2007 RSL-2007-11 Free Space in a Leased Location 


10/23/2007 RSL-2007-10 Leasing Delegations Approval and Oversight 
10/23/2007 RSL-2007-09 Tax Adjustment Clause Enforcement 
03/30/2007 RSL-2007-06 Tenant Improvement Project Management Support 
03/19/2007 RSL-2007-05 Tenant Improvement Costs/ Reimbursable Work Authorization Tracker 


and Agency Concurrence for RWA Expenditure 
03/19/2007 RSL-2007-04 Price Reasonableness Determinations and Notices to Proceed for 


Tenant Improvements Supplemental Lease Agreement for Excess TI's 
03/19/2007 RSL-2007-03 Tenant Improvements Schedule and Submittals Revisions in the 


Solicitation for Offers 
01/29/2007 RSL-2007-01 Updated Lease Representations and Certifications 


11/28/2006 RSL-2006-09 Lease SFO Revisions for National Broker Contract 
10/30/2006 RSL-2006-07 Airport Leasing for the TSA 
10/06/2006 RSL-2006-06 Central Contractor Registration and Electronic Funds for Lease 


Payments - Supplemental Guidance 
05/31/2006 RSL-2006-03 Accessibility in New Construction Lease Space 
05/10/2006 RSL-2006-02 Mandatory Use of eLease (amended) 


11/29/2005 PQ-2005-11 Lease Security Standards 
11/14/2005 PQ-2005-09 Revised General Clauses 
07/29/2005 PQ-2005-07 Central Contractor Registration 
06/28/2005 PQ-2005-06 Revised Lease File Checklist and Guidance 


05/13/2005 PQ-2005-05 Lease SFO Revisions for National Broker Contract 
05/04/2005 PQ-2005-04 Fire Protection, Life Safety and Environmental Procedures in Lease 


Acquisition 
02/15/2005 PQ-2005-03 Annual Review of STAR User Access to Ensure Proper Segregation of 


Duties and Electronic Data Security 
01/18/2005 PQ-2005-01 Obtaining and Disseminating Schedules of Lease Periodic Services 


Other than Daily, Weekly or Monthly 
08/02/2004 PQ-2004-03 Initial Cataloging of Lease Files 
08/13/2003 PE-2003-05 Davis-Bacon Act and the Acquisition of Leasehold Interests in Real 


Property Clarification and SFO Revision 
07/01/2003 PE-2003-03 “Office Hoteling” Leasing 
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Date Issued RSL Number Subject 
06/30/2003 PE-2003-02 Adjusting Discount Rates and Inflation Rates for Lease Offer Analysis 
03/14/2003 PE-2003-01 Rural Development Act Compliance 


03/28/2002 PE-2002-03 Relocation Assistance for Lease Construction 
02/21/2002 PE-2002-02 Regional Real Estate Peer Review 
12/21/2001 PX-2001-05 Lease File Secure Storage 
09/21/2001 PX-2001-03 Guidance on Use of the SFO and Lease Forms 


07/03/1996 PER-96-03 Appraisal Requirements for Lease Acquisition 
12/20/1995 PER-95-06 Executive Order 12072/ Implementation of Urban Location Policy 
08/18/1995 PER-95-03 Simplified Procedures for Acquisition of Leasehold Interests in Real 


Property 
09/13/1994 PQRP-94-07 Davis-Bacon Act and the Acquisition of Leasehold Interests in Real 


Property 
06/24/1993 PQRP-93-02 Document Requirements for Non-Recurring Lease Payments Pursuant 


to the Prompt Payment Act 
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1. Background 


The original fire protection and life safety (FPLS) procedures in all lease acquisitions were 
developed in 1996 with the overall intent to simplify FPLS procedures and requirements in leased 
space. As part of these procedures, for any proposed lease acquisition except temporary leases, 
Leasing Specialists were required to provide a FPLS submittal package of information to the 
regional Fire Protection Engineer for a technical FPLS review to assure GSA was not exposed to 
any unnecessary fire risks. Over the years, the FPLS procedures and requirements have been 
amended to increase assurance of FPLS in leased space and to assist Leasing Specialists with 
their understanding and implementation of the FPLS procedures and requirements.  
 
This chapter issues revised FPLS procedures and requirements to reduce potential delays in the 
lease acquisition process while still providing customers with a level of safety they expect from 
GSA. 
 
This new approach relies on the Leasing Specialist screening out non-compliant buildings early in 
the lease market survey process while still maintaining the FPLS requirements that are unique to 
PBS (for example, means of egress, automatic fire sprinkler system, and fire alarm system). The 
new approach also permits a Leasing Specialist to forego the need for an Offeror to provide a 
FPLS submittal package of information to the regional fire protection engineer for a technical 
FPLS review if the building meets the FPLS requirements that are unique to PBS and if the 
building has a valid certificate of occupancy complying with any edition of the International Code 
Council, International Building Code (IBC). In addition, leases 10,000 rentable square feet or less 
located on the first floor of a building will be permitted without a FPLS review.  
 
Note, however, that buildings that meet the initial screening criteria during the lease market 
survey will still require submittal of a FPLS package if the offered space does not – 
 
• meet all the FPLS requirements that are unique to PBS or  
• have a valid building Certificate of Occupancy issued under any edition of the IBC. 
 
Finally, regardless of whether a prelease FPLS review is required, during the post-award design 
phase, Design Intent Drawings (DIDs) and, under certain circumstances, Construction Drawings, 
must be submitted to the GSA Fire Protection Engineer for review and approval. 
 


2. General Requirements for all Leases (except 
Temporary Leases) 


Leasing Specialists must consult as necessary and work closely with the appropriate regional Fire 
Protection Engineer throughout the lease acquisition process. For complex leases, the Leasing 
Specialist may also request the regional Fire Protection Engineer to accompany them on the 
lease market survey. See Attachment 1, GSA FPLS Review Process Flow Chart. 
 
For buildings with existing leases, Leasing Specialists must meet with the regional Fire Protection 
Engineer to discuss and review all unresolved fire risk conditions in the Inventory Reporting 
Information System (IRIS) database. Leasing Specialists must resolve all unresolved fire risk 
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conditions in IRIS with the building owner prior to executing any additional leases or succeeding 
leases at the same location. 
 
Leasing Specialists must inform Offerors of their responsibility to provide a valid building 
certificate of occupancy issued by the local jurisdiction. However, if the building certificate of 
occupancy is not available or a local jurisdiction does not issue a building Certificate of 
Occupancy, the Offeror must obtain the services of a licensed fire protection engineer to verify 
the offered office space and building meets all applicable local codes and ordinances to ensure 
an acceptable level of safety is provided.  The licensed fire protection engineer must prepare a 
report indicating their assessment of the offered space is in compliance with all applicable local 
codes and ordinances. If the services of a licensed fire protection engineer are required, the 
Leasing Specialist must forward the subject report to the appropriate regional Fire Protection 
Engineer for review and approval. 
 
Leasing Specialists must inform Offerors of their responsibility to provide and maintain space that 
is free of hazardous materials according to applicable Federal, State, and local environmental 
regulations. Additionally, PBS leases have specific provisions, (regardless of local or national 
standards), for elimination of hazardous materials from buildings leased by the Government. 


3. Mandatory FPLS Requirements 


The following are required for all leases except temporary leases.  


Means of Egress 
• Prior to occupancy, the premises and any parking garage areas shall meet, or be upgraded 


to meet, either the applicable egress requirements in the National Fire Protection Association, 
Life Safety Code (NFPA 101) or the International Code Council, International Building Code 
(IBC), each current as of the lease award date, or use an alternative approach or method that 
achieves an equivalent level of safety deemed acceptable by the Government. 


• Offered space must have unrestricted access to a minimum of two remote exits on each floor 
of Government occupancy. 


• Interlocking or scissor stairs located on the floor(s) where offered space is located must only 
count as one exit stair. 


• A fire escape located on the floor(s) where offered space is located must not be counted as 
an approved exit stair. 


• Doors must not be locked in the direction of egress unless equipped with special locking 
hardware in accordance with requirements of NFPA 101 or the IBC. 


 


Automatic Fire Sprinkler Requirements 
• Offered space located below-grade, including parking garage areas, and all areas in a 


building referred to as "hazardous areas" (defined in NFPA 101) that are located anywhere 
within the entire building (including non-Government areas) must be protected by an 
automatic fire sprinkler system or an equivalent level of safety. 


• For buildings in which any portion of the offered space is on or above the sixth floor, then, at 
a minimum, the building up to and including the highest floor of Government occupancy must 
be protected by an automatic fire sprinkler system or an equivalent level of safety.  


• For buildings in which any portion of the offered space is on or above the sixth floor, and 
lease of the offered space will result, either individually or in combination with other 
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Government leases in the offered building, in the Government leasing 35,000 square feet or 
more ANSI/BOMA Office Area square feet of space in the offered building, then the entire 
building must be protected throughout by an automatic fire sprinkler system or an equivalent 
level of safety.   


• Automatic fire sprinkler system(s) must be installed in accordance with National Fire 
Protection Association (NFPA) 13, Standard for the Installation of Sprinkler Systems that was 
in effect on the actual date of installation. 


• Automatic fire sprinkler system(s) must be maintained in accordance with the requirements in 
NFPA 25, Standard for the Inspection, Testing, and Maintenance of Water-based Fire 
Protection Systems (current as of the Lease Award Date). 


 
Fire Alarm System 
 
• A building-wide fire alarm system must be installed in the entire building in which any portion 


of the offered space is located on the third floor or higher in the building. 
• The fire alarm system must be installed in accordance with NFPA 72, National Fire Alarm and 


Signaling Code that was in effect on the actual date of installation.  
• The fire alarm system must be maintained in accordance with NFPA 72, National Fire Alarm 


and Signaling Code (current as of the Lease Award Date). 
• The fire alarm system must automatically notify the local fire department via any of the 


following means:  directly to the local fire department, to the (911) public communications 
center, to a central station, to a remote supervising station, or to a proprietary supervising 
station. 


• If a building’s fire alarm control unit is over 25 years old, the Offeror must install a new fire 
alarm system in accordance with the requirements of NFPA 72, National Fire Alarm and 
Signaling Code (current as of the Lease Award Date), prior to Government acceptance and 
occupancy of the offered space.  


4. FPLS Prelease Reviews 


a. When a FPLS prelease review is required  
Leasing Specialists must follow the GSA FPLS Review Process Flow Chart to determine when a 
FPLS review is to be conducted by the regional Fire Protection Engineer. 


b. When FPLS prelease reviews are not required  
FPLS reviews are not required by the regional Fire Protection Engineer when either: 
 
• The offered space will be 10,000 rentable square feet or less in area and is located on the 1st 


floor of the building. 
• The Offeror provides a building certificate of occupancy obtained under any edition of the 


International Code Council, International Building Code (IBC) and a written commitment with 
their offer that the building will meet all of the mandatory FPLS requirements in the Lease 
Contract (see mandatory FPLS requirements for all leases noted above).  


c. Procedure when a FPLS prelease review is required 
The Leasing Specialist must inform the Offeror of the Offeror’s responsibility, regarding the 
requirements in the Lease, to provide the following FPLS review information: 
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• A valid building Certificate of Occupancy issued by the local jurisdiction.  
• If the building Certificate of Occupancy is not available or a local jurisdiction does not issue a 


building Certificate of Occupancy, verification that the office space meets all applicable local 
codes and ordinances. The Offeror must obtain the services of a licensed fire protection 
engineer to verify such and ensure an acceptable level of safety is provided. The licensed fire 
protection engineer must prepare a report indicating their assessment of the offered space is 
in compliance with all applicable local codes and ordinances. 


• A completed GSA Form 12000, Pre-lease Fire Protection and Life Safety Evaluation for an 
Office Building (Part A or Part B). (See Attachment 2, GSA Form 12000) 


o Part A is applicable when offered space is located below the 6th floor within the 
building. 


o Part B is applicable when offered space is located on the 6th floor or higher within the 
building 


• A copy of the previous year’s fire alarm system maintenance record showing compliance with 
the requirements in NFPA 72 (if a system is installed in the building). 


• A copy of the previous year’s automatic fire sprinkler system maintenance record showing 
compliance with the requirements in NFPA 25 (if a system is installed in the building).   


• Scaled floor plan drawings (1/8 inch scale minimum) of space being offered to the 
Government and floor plan(s) of the street level(s). The drawings submitted must also include 
the locations of all exit stairs and elevators.  


d. Leasing Specialist prelease review 
The Leasing Specialist must review all FPLS review information provided by the Offeror for 
completeness. The Leasing Specialist must verify all forms are signed and dated and all spaces 
are completed. Following the review, the Leasing Specialist must create a submittal package 
containing all the information provided by the Offeror, as well as completing the Transmittal 
Request Form requesting a prelease FPLS review of the information by the regional Fire 
Protection Engineer. (See Attachment 3, Transmittal Request for Prelease Fire Protection & Life 
Safety Package Review.)  
 
Prelease FPLS Submittal Package 
 
• Leasing Specialist must provide ample time for the regional Fire Protection Engineer to 


review and comment on the prelease FPLS submittal package for each potential lease 
location. 


• The regional Fire Protection Engineer must complete each prelease fire protection and life 
safety review within 5 business days after receipt of the complete FPLS submittal package 
from the Leasing Specialist. The Leasing Specialist may grant additional time for review 
based on the complexity of the lease or other issues. 


o The regional Fire Protection Engineer must review the prelease FPLS submittal 
package and provide any technical comments and recommendations deemed 
necessary to correct any deficiencies prior to occupancy. 


• Any incomplete FPLS submittal packages received by the regional Fire Protection Engineer 
will not be reviewed and will be returned to the Leasing Specialist to be resubmitted. 


 
Post-award drawing review is discussed under Paragraph 11. 
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5. Definitions 


Hazardous areas means those areas in a building referred to as hazardous areas in NFPA 101, 
Life Safety Code, or any successor standard. Examples include areas used for the storage of 
combustibles or flammables; toxic, noxious, or corrosive materials; or heat producing appliances, 
etc. 
 
Equivalent level of safety means an alternative design or system (which may include automatic 
fire sprinkler systems), based upon fire protection engineering analysis, which achieves a level of 
safety equal to or greater than that provided by automatic fire sprinkler systems. (See 41 CFR 
102-80 for guidance on conducting an equivalent level of safety analysis.) 
 
Automatic fire sprinkler system means an electronically supervised, integrated system of 
underground and overhead piping, designed in accordance with NFPA 13, Standard for the 
Installation of Sprinkler Systems. The system is usually activated by heat from a fire and 
discharges water over the fire area. The system must include an adequate water supply. 


6. Fire Protection for Buildings That Are 
Constructed 


a. Lease Enforcement 
Leasing Specialists must enforce the additional FPLS requirements noted below for buildings that 
are constructed in response to a Request for Lease Proposals (warehouse facilities only need to 
meet the requirements under first two bullet points). 
 
• The new building shall be protected throughout by an automatic fire sprinkler system 


designed in accordance with the National Fire Protection Association (NFPA) 13, Installation 
of Sprinkler Systems (current as of the lease award date). 


• When an electric fire pump is provided to support the design of the fire sprinkler system, a 
secondary power source shall be provided to the fire pump by a standby emergency 
generator or another means acceptable to the Government. 


• The fire alarm system installed shall be an emergency voice/alarm communication system 
when any one of the following conditions exist: 


o The building is 2 or more stories in height above the level of exit discharge. 
o The total calculated occupant load of the building is 300 or more occupants. 
o The building is subject to 100 or more occupants above or below the level of exit 


discharge. 
The emergency voice/alarm communication system shall be designed and installed to meet the 
requirements of NFPA 72 (current as of the lease award date).   
 


b. Purchase Option 
If the lease provides the Government with an option for GSA to purchase the building at a future 
date, the requirements of the Facilities Standards for the Public Buildings Service (PBS P100) 
may be considered for inclusion in the lease contract (see the latest edition of the PBS P100). In 
addition to the GSA-adopted nationally recognized codes and standards, State and local 
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government codes and ordinances apply. If a conflict exists between the GSA requirements and 
the applicable State and local government requirements, the developer must identify these 
requirements in writing and request a resolution from the GSA Lease Contracting Officer. 
 


7. Historic Buildings 


Initial build out and alterations in buildings listed on or eligible for the National Register of Historic 
Places must be undertaken in conformance with the Secretary of Interior's Standards for 
Rehabilitation, in consultation with GSA's Regional Historic Preservation Officer (RHPO). The 
RHPO will coordinate consultation required under Section 106 of the National Historic 
Preservation Act for alterations unavoidably affecting historic materials or historically significant 
spaces. The lessor must provide required submission material described in GSA's 106 
Compliance Report Template, prepared by a preservation architect meeting GSA qualification 
requirements, accordance with GSA's Preservation Design and 106 Compliance Scope of Work 
(www.gsa.gov/historicpreservation>project manager tools). Consult GSA Facilities Standards 
PBS P100 Chapter 7, Fire Protection and Life Safety, Historic Structures (www.gsa.gov/p100) 
and GSA Fire Safety Retrofit (www.gsa.gov/technicalpreservationguidelines) for specific design 
and project planning guidance. 


8. Temporary Leases 


Leasing Specialists must ensure that space leased not longer than 6 months has a valid 
certificate of occupancy and complies with all applicable local codes and ordinances adopted by 
the jurisdiction in which the building is located. 


9. Equivalent Level of Safety Evaluation 
Procedures 


When an Offeror proposes an equivalent level of safety, the Leasing Specialist must require the 
Offeror to submit, for Government review and approval, a fire protection engineering analysis, 
performed by a licensed fire protection engineer, demonstrating that an equivalent level of safety 
for the offered building exists. (See 41 CFR 102-80 for guidance on an equivalent level of safety 
analysis.)  


10. RLP and Lease Paragraphs 


The current Request for Lease Proposal and lease documents contain all required paragraphs 
stating minimum mandatory requirements for fire protection and life safety. The Leasing 
Specialist must consult the hidden blue text in the lease model documents to determine if specific 
fire protection and life safety paragraphs are mandatory under certain conditions. Those 
paragraphs are: 



http://www.gsa.gov/historicpreservation

http://www.gsa.gov/p100

http://www.gsa.gov/technicalpreservationguidelines
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• Fire Protection for New Construction 
• Means of Egress 
• Automatic Fire Sprinkler System  
• Fire Alarm System 
• Wood Products 
• Adhesives and Sealants 
• Elevators 
• Exterior and Common Area Doors and Hardware 
• Doors: Interior 
• Door: Suite Entry 
• Doors: Hardware 
• Windows 
• Partitions: Permanent  
• Partitions: Sub-dividing 
• Insulation: Thermal, Acoustic, and HVAC 
• Wall Finishes 
• Lighting: Interior and Parking – Shell 
• Lighting: Interior and Parking - TI 
• Mechanical, Electrical and Plumbing: General 
• Construction Documents 
• Acceptance of Space and Certificate of Occupancy 
• Floor Coverings and Perimeters 
• Snow Removal 
• Maintenance and Testing of Systems 
• Occupant Emergency Plans 
 
 


11. Post-Award Drawing Review 


 
As described under Chapter 2 of this desk guide, the Leasing Specialist must submit Design 
Intent Drawings (DIDs) to the GSA Fire Protection Engineer for review and approval. The GSA 
Fire Protection Engineer must also review Construction Drawings for single-tenant new lease 
construction or where the lease contains a government purchase option. These reviews may 
include, but are not limited to; examining furniture plan layouts, and other details that show 
arrangement of means of egress, access to exits, door leaf swing direction, special locking 
arrangements, emergency lighting for means of egress, exit signage for means of egress, 
location of sprinklers, etc. In addition, any changes to DIDs from fire and life-safety review must 
be re-submitted to the client agency for concurrence. 
 
Leasing Specialists must use the Transmittal Request for Post-Award Fire Protection & Life 
Safety Package Review form listed under Attachment 4 for this review. 
 
 
Post Award FPLS Drawing Review 
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• Leasing Specialist must provide ample time for the regional Fire Protection Engineer to 
review and comment on the post award FPLS drawing review package. 


• The regional Fire Protection Engineer must complete the drawing review within a reasonable 
time frame after receipt from the Leasing Specialist. Please note that based on the 
complexity of the drawing package, these reviews by the regional Fire Protection Engineer 
may take up to 2-3 weeks to complete. 


o The regional Fire Protection Engineer must review the post award FPLS drawings 
and provide any technical comments and recommendations deemed necessary to 
correct any deficiencies within the drawings prior to the start of construction. 
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Attachment 1: GSA FPLS Review Process Flow Chart 
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Attachment 2: Prelease Fire Protection and Life Safey 
Evaluation for an Office Building 
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Attachment 3: Transmittal Request for Prelease Fire 
Protection & Life Safety Package Review 
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Attachment 4: Transmittal Request for Post Award Fire 
Protection & Life Safety Drawing Review 
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1. Background 


The Uniform Federal Accessibility Standards (UFAS) were originally published by the four 
Federal standard setting agencies in 1984 to comply with the requirements of the Architectural 
Barriers Act of 1968 (ABA). 


The U.S. Access Board published new accessibility guidelines with respect to the Americans with 
Disabilities Act (ADA) and the ABA on July 23, 2004. These updated guidelines covered access 
to Federal facilities under the ABA, and non-Federal facilities, including places of public 
accommodation, commercial facilities, and state and local government facilities, under the ADA. 
The board's updated guidelines established a baseline for standards used to enforce the ABA 
and the ADA. 


On November 8, 2005, GSA adopted the ABA Accessibility Standard (ABAAS) by publication in 
the Federal Register of Federal Management Regulation (FMR) 41 CFR Parts 102-71, 102-72, et 
aI., Real Property Policies Update, Final Rule. A subsequent amendment delayed the applicability 
of ABAAS to real property leasing until February 7,2007, except in cases of new lease 
construction. Leases requiring new construction were required to include ABAAS effective June 
30,2006. 


2. Operating Policies and Procedures 


a. General 
All solicitations issued on or after February 7, 2007, must include SFO paragraphs that require 
compliance with ABAAS. This standard replaced the ADA guidelines and UFAS for GSA leasing. 
GSA has developed a checklist (see Attachments to this appendix) that building owners may use 
as an aid for determining the extent of ABAAS compliance of their buildings and for determining 
what space alterations will be necessary before GSA can lease those buildings. 


Leasing Specialists and Lease Contracting Officers must incorporate lease provisions to comply 
with ABAAS in all lease SFOs. The current lease documents include all required language and 
paragraphs. 


b. Applicability 
All Requests for Lease Proposals must contain the following language: 


Accessibility (Feb 2007) 


The building, leased space, and areas serving the leased space shall be accessible to 
persons with disabilities in accordance with the Architectural Barriers Act Accessibility 
Standard (ABAAS), Appendices C and D to 36 CFR 1191 (ABA Chapters 1 and 2, and 
Chapters 3 through 10). To the extend the standard referenced in the preceding 
sentence conflicts with local accessibility requirements the more stringent shall apply. 


These policies and procedures apply to all leases, including new, succeeding, superseding, and 
individual or cumulative extensions exceeding 12 months duration. The unilateral exercise of a 
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renewal option that is included as one of the terms of a preexisting lease is not considered the 
negotiation of a new lease, and therefore the ABMS does not apply. 


The ABMS standard also applies to alterations and expansions under current leases. 


As applicable, all offerors must follow ABMS Sections F202.2, F202.3, F202.5 and F202.6: 


1. ABMS Section F202.2-Additions to existing Buildings and Facilities 


Each addition to an existing building or facility shall comply with the requirements for new 
construction. 


EXCEPTION 1: In alterations to areas serving additions where it is technically infeasible to 
comply with the toilet and bathing specifications contained in section 603 of ABMS, altering 
existing toilet or bathing rooms is not required where a single unisex toilet room or bathing 
room complying with the requirements of F213.2.1 is provided to serve the addition. 


EXCEPTION 2: Where only one toilet or bathing facility is provided in the existing building or 
facility, one toilet or bathing facility shall comply with F312.2 and F213.3 and shall serve the 
addition. 


2. ABMS Section 202.3-Alterations 


Where existing elements or spaces are altered, each altered element or space shall comply 
with the applicable requirements of Chapter 2. 


EXCEPTION 1: Unless required by F202.4, an alteration affecting the primary function area, 
where elements or spaces are altered and the circulation path to the altered element or 
space is not altered, an accessible route shall not be required. 


EXCEPTION 2: In alterations, where compliance with applicable requirements is technically 
infeasible, the alteration shall comply with the requirements to the maximum extent possible. 


EXCEPTION 3: Residential dwelling units not required to be accessible in compliance with a 
standard issued pursuant to the Architectural Barriers Act or Section 504 of the Rehabilitation 
Act of 1973, as amended, shall not be required to comply with F202.3. 


3. ABMS Section F202.5-Alterations to Qualified Historic Buildings and Facilities. 


Alterations to a qualified historic building or facility must comply with F202.3 and F202.4. 


EXCEPTION: Where the State Historic Preservation Officer or Advisory Council on Historic 
Preservation determines that compliance with the requirements for accessible routes, 
entrances, or toilet facilities would threaten or destroy the historic significance of the building 
or facility, the exceptions for alterations to qualified historic buildings or facilities for that 
element shall be permitted to apply. 


4. ABMS Section F202.6-Leases. 


Buildings or facilities for which new leases are negotiated by the Federal Government after 
the effective date of the revised standards issued pursuant to the Architectural Barriers Act, 
including new leases for buildings or facilities previously occupied by the Federal 
Government, shall comply with F202.6. 
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EXCEPTION 1: Buildings or facilities leased for use by officials servicing disasters on a 
temporary, emergency basis shall not be required to comply with F202.6. 


EXCEPTION 2: Buildings or facilities leased for 12 months or less shall not be required to 
comply with F202.6 provided that the lease may not be extended or renewed. 


c. Conflicting Standards 
Where ABAAS and local accessibility standards conflict, the more stringent standard applies. 


d. Rent 
Costs associated with providing access under the accessibility standards are considered shell 
rent. 


e. Cost 
Facilities for which new leases are entered into must comply with ABAAS Section F202.6 without 
regard to whether costs of alterations to provide an accessible path of travel to an altered area 
containing a primary function are disproportionate to the costs of the overall alterations. 


f. Modifications and Waivers 
If no offer is received that meets the minimum accessibility requirements described above, offers 
will not be considered unless the Regional Commissioner requests a modification or waiver of 
ABAAS requirements and the Commissioner of PBS grants it. Requests for modifications or 
waivers of ABAAS must be submitted to the Commissioner of PBS and must include all pertinent 
documentation to determine whether the modification or waiver is clearly necessary. A 
modification or waiver must be based on findings of fact and must be consistent with the 
requirements of the Architectural Barriers Act. 


3. Attachments 


The following GSA materials may be useful for Leasing Specialists, Lease Contracting Officers, 
and contract brokers. 


GSA's accessibility checklist for bidders, and training materials on ABAAS can be found at: 


http://www.gsa.gov/portal/contenV102324 


E·4 PBS Leasing Desk Guide 
ThIs page last revised: 1-2a.11 



http://www.gsa.gov/portal/contenV102324






APPENDIX F: 


Determination of Operating or 
Capital Lease Classification for 
Budget Scoring 


1. General .....................................................................................................................................F-1 



a. Requirement ....................................................................................................................... F-1 



b. Impact. ................................................................................................................................F-1 



c. Applicability .........................................................................................................................F-1 



2. Background .............................................................................................................................F-1 



3. Explanation of Changes .........................................................................................................F-2 



4. Instructions and Procedures .................................................................................................F-2 



a. Timely Determination .........................................................................................................F-2 



b. Use of Lease Scorekeeping Classification Workbook ........................................................ F-2 



c. Use of Circular No. A-11 .....................................................................................................F-2 



d. Operating Lease Criteria ....................................................................................................F-3 



e. The 90 Percent Criterion ....................................................................................................F-3 



5. Analysis Based on Term ........................................................................................................F-4 



a. Leases With a Term of 5 Years or Less ............................................................................. F-4 



b. Leases With a Term More Than 5 and up to 20 Years ...................................................... F-4 



6. Analysis Based on Other Lease Types and Actlons ...........................................................F-5 



a. Prospectus-Level Leases ...................................................................................................F-6 



b. Simplified Leases ...............................................................................................................F-6 



c. Extensions ..........................................................................................................................F-6 



d. Expansions, Succeeding, and Superseding ....................................................................... F-6 



e. Free Space ......................................................................................................................... F-7 



PBS Leasing Desk Guide 
This page las! revised: 31412011 


F-i 







APPENDIX F: Determination of Operating or Capital Lease Classification 
for Budget Scoring 


f. Options ................................................................................................................................F-7 



g. Unique Agency-Specific Leases ......................................................................................... F-7 



7. NPVlFMV Above SO percent ...................................................................................................F-7 



S. Calculations .............................................................................................................................F-S 



a. Developing Inputs ............................................................................................................... F-B 



b. Discount and Inflation Rates .............................................................................................. F-B 



PBS Leasing Desk Guide 
This page last revised: 314/2011 


F-ii 







APPENDIX F: Determination of Operating or Capital Lease Classification 
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1. General <:lI 


1. General 



a. Requirement 
This policy, issued jointly by the Assistant Commissioners for the Offices of Real Property Asset 
Management and Real Estate Acquisition, provides policies for determining appropriate budget 
scoring treatment, either as an operating or capital lease, for every real property lease transaction, 
as required by Office of Management and Budget (OMB) Circular No. A-11, Appendix B. 


Asset Managers, in coordination with the Leasing Specialist, must undertake all lease scoring 
evaluations and determine whether a lease should be treated as an operating lease (annual 
operating expense) or capital asset lease (capital acquisition) for budget scorekeeping purposes. 


b. Impact 
Agencies must differentiate between operating and capital leases for purposes of budget scoring 
per the Budget Enforcement Act of 1990 (Title XIII of the Omnibus Reconciliation Act of 1990), 
known as the BEA. The budgetary and accounting consequences of entering into a capital lease 
are serious and can significantly affect GSA's rental of space budget. If a lease is a capital lease, 
GSA must allocate budget authority in the initial year of the lease that equals the present value of 
the triple net lease payments plus the cost of the associated annual real estate taxes over the full 
term of the lease. 


c. Applicability 
This policy applies to all lease actions. 


2. Background 


The BEA, as revised by the Balanced Budget Act of 1997, deals with assigning budget authority. 


Appendix A, Scorekeeping Guidelines, and Appendix B, Budgetary Treatment of Lease
Purchases and Leases of Capital Assets, of Circular No. A-11 give instructions for scoring lease 
transactions. 


OMB Circular No. A-94, Guidelines and Discount Rates for Benefit-Cost Analysis of Federal 
Programs, Appendix C, Discount Rates for Cost-Effectiveness, Lease-Purchase, and Related 
Analyses, is updated annually with the President's budget submission to Congress and provides 
the discount rates to be used in all 90 percent scoring calculations for the year. 
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~ 3. Explanation of Changes 


On March 31, 2006, the GSA Inspector General reported that lease scoring was not being 
performed in accordance with prescribed policy and concluded, "It is imperative that PBS 
associates adhere to all scoring guidelines and appropriately test all scoring scenarios.,,1 


3. Explanation of Changes 


Every lease action must be evaluated against the criteria detailed in OMB Circular No. A-11, 
Appendix B, to determine whether it is an operating or capital lease. This Desk Guide policy 
addresses the lease scenarios where GSA may make a determination of operating lease status 
without undertaking the 90 percent scoring calculation. When a 90 percent scoring calculation is 
required, this policy identifies the stages of a project where a 90 percent scoring calculation is 
required, the time frame for the determination, and the roles and responsibilities for performing 
the evaluation. 


4. Instructions and Procedures 


a. Timely Determination 
For all lease actions, Asset Managers, in coordination with the Leasing Specialist, must make the 
determination that a lease is either an operating or capital lease. The project schedule must 
incorporate sufficient time to complete this determination. A determination of the lease 
classification as operating or capital-regardless of whether it is an interim or final 
determination-must be provided to the Leasing Specialist no later than 2 business days from the 
date of request for lease transactions below the statutory prospectus level, and no later than 10 
business days from the date of request for lease transactions that are equal to or exceed the 
statutory prospectus level. 


b. Use of Lease Scorekeeping Classification Workbook 
The Asset Manager and Leasing Specialist must use either the memoranda or the worksheets 
included in the Lease Scorekeeping Classification Workbook to provide a determination of 
operating or capital lease treatment for each proposed lease action before a lease award is made. 


c. Use of Circular No. A-11 
The Regional Director of Portfolio Management or his or her designee must follow the current 
OMB guidelines in Circular No. A-11, Appendices A and B, and use the current OMB discount 
rates provided in Circular No. A-94 Appendix C, when making the determination of lease 
treatment for budget scorekeeping purposes. The most current version of Circular No. A-11 , 
Appendices A and B, and Circular No. A-94, Appendix C, can be found at: OMB Circular A-11 
and OMB Circular A-11 Appendix C 


f Audit of PBS's Tenant Improvement Process (GSA Inspector General, Report Number A050063/P/RlR06005, March 31, 
2006). 
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4. Instructions and Procedures <J! 


d. 	Operating Lease Criteria 
Appendix B to Circular No. A-11 lists multiple criteria that a lease must meet to be considered an 
operating lease. If anyone of these criteria is not met, the lease will risk being scored as a capital 
lease. Every leasing transaction must be evaluated against these criteria to distinguish capital 
leases from operating leases. If Circular No. A-11 is updated or modified, the leasing transaction 
must be evaluated using the most recent criteria and guidelines. The criteria to be applied are as 
follows: 


• 	 Ownership of the asset remains with the lessor during the term of the lease and is not 
transferred to the Government at, or shortly after, the end of the lease period. 


• 	 The lease does not contain a bargain-price purchase option. 


• 	 The lease term does not exceed 75 percent of the estimated economic life of the asset. 


• 	 The asset is a general·purpose asset rather than being for a special purpose of the 
Government and is not built to the unique specification of the Government as lessee. 


• 	 There is a private-sector market for the asset. 


• 	 The project is not constructed on Government land. 


• 	 There is no provision of Government financing and no explicit Government guarantee of 
third·party financing. 


• 	 Risk of ownership of the asset remains with the lessor unless the Government was at 
fault for such losses. 


• 	 The present value of the minimum lease payments over the life of the lease does not 
exceed 90 percent of the fair market value (FMV) of the asset at the inception of the 
lease. 


e. 	The 90 Percent Criterion 
To determine whether the 90 percent threshold has been reached or exceeded, the Asset 
Manager must conduct a 90 percent scoring calculation using the scoring worksheet found on the 
Office of Real Property Asset Management Web site at 
http://pbsportal. pbs. gsa.gov:7777/portal/page?_pageid=84, 148370&_dad=portaI & _schema=PO R 
TAL. 


While all lease transactions must be evaluated against the above operating lease criteria, in 
certain scenarios (as detailed below), the likelihood of the lease scoring as a capital lease is 
remote. In these situations, if the Leasing Specialist or Lease Contracting Officer and Asset 
Manager provide sufficient facts about the specific lease transaction to conclude reasonably that 
it will not score as a capital lease, the 90 percent calculation is not required to make such a 
determination. 


The subsequent discussion in this policy groups leases according to the following scenarios, and 
describes the necessary evaluations by lease term, project phase, or both: 
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t1:> 5. Analysis Based on Term 


• Leases with a term of 5 years or less 


• Leases with a term more than 5 and up to 20 years 


• Prospectus-level leases 


• Simplified leases 


• Extensions 


• Expansions 


• Free space 


• Options 


• Unique agency-specific leases 


5. Analysis Based on Term 


Depending on the term of the lease, perform the determination of lease classification as follows. 


a. Leases With a Term of 5 Years or Less 
For leases with a term of 5 years or less (except proposed lease construction) with proposed 
rental rates that are consistent with prevailing market rates for comparable facilities in the 
community in which the leasing action Is to occur, the Leasing Specialist can make the 
determination that the proposed lease is an operating lease by verifying that the lease meets the 
first 8 criteria in paragraph 4(d). The 90 percent calculation is not required. 


Upon initial active status of a project in STAR, all applicable portions of the Determination of 
Operating Lease Classification must be completed, signed by the Lease Contracting Officer, 
scanned, and included in the lease project file before requesting the certification of funds and 
awarding the lease. If any changes to the term will yield a lease over 5 years, the Lease 
Contracting Officer must work with the Asset Manager to determine operating lease treatment as 
detailed in the following paragraphs. 


b. Leases With a Term More Than 5 and up to 20 Years 
For leases with a term more than 5 and up to 20 years, and for all potential lease construction 
leases regardless of term, the Leasing Specialist must work with the Asset Manager to make the 
determination that the proposed lease is an operating lease by certifying that the lease meets 
criteria 1 through 9 in paragraph 4(d), above, including the 90 percent calculation. 


Upon initial active status of a project in STAR or REXUS or by an interim process before REXUS 
is active, Leasing Specialists must notify their respective Asset Manager of the proposed lease 
and provide the following information: 
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6. Analysis Based on Other Lease Types and Actions <Y 


• 	 Proposed ANSI/BOMA Office Area (ABOA) square feet (SF) 


• 	 Proposed total rentable square feet (RSF) 


• 	 Proposed full-service rate with a breakout of operating costs, taxes, and insurance 


• 	 Proposed location or market 


• 	 Proposed parking 


• 	 Anticipated award and effective dates 


• 	 Proposed term 


The Asset Manager must run an initial determination with this preliminary information, and will 
provide an initial determination of operating lease treatment if: 


• 	 The "score"-which is the net present value (NPV) of the minimum lease payments-is 
less than 80 percent of the fair market value (FMV) of the construction (see paragraph 
8(a), below, regarding how to develop the input values for this calculation); and 


• 	 The proposed lease also meets the first eight criteria in paragraph 4(d). 


The Leasing Specialist will not have to request a final scoring analysis until the pre-award phase, 
unless the ABOA SF requested by the client agency or the full-service rate increases. If these 
factors increase throughout the lease process, the Leasing Specialist must resubmit the initial 
determination request with revised the space or rate information. 


A final Determination of Operating Lease Treatment form must be prepared before award to the 
apparent successful offeror. Accordingly, the proposed lease must be evaluated to determine 
operating or capital lease treatment. The Leasing Specialist must request this determination by 
completing the final Determination of Operating Lease Treatment form and submitting it to the 
Asset Manager for review. The Asset Manager will return the completed form and all supporting 
documentation-the General Construction Cost Review Guide (GCCRG) and Lookup Table-to 
the Leasing Specialist. A signed copy of the Final Determination of Operating Lease Treatment 
form must be uploaded into eLease and provided to the budget activity (BA) 53 Budget Analyst at 
the time of the request for certification of funds. 


6. Analysis Based on Other Lease Types and 
Actions 


Observe the following guidelines when dealing with special leasing actions such as prospectus
level leases, simplified leases, extensions, expansions, free space, options, and unique agency
specific leases. 
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~ 6. Analysis Based on Other Lease Types and Actions 


a. 	Prospectus-Level Leases 
All prospectus-level leases with terms of more than 5 years require a determination of operating 
lease status taking into consideration all nine criteria in paragraph 4(d), above, including the 
90 percent scoring calculation


1. 	 At the initial active project phase, 


2. 	 At the time of the submission of the project to Central Office, and 


3. 	 After receipt of authorization of the project, but before award, using the apparent 

successful offeror's final offer and the latest discount rates. 



b. 	Simplified Leases 
If a lease qualifies as a simplified lease, the Lease Contracting Officer must confirm its operating 
lease status by signing the Simplified Lease Scoring Memorandum, which states that all 
applicable conditions have been met to qualify as an operating lease. No further action on the 
determination of operating lease status is required. The Leasing Specialist must provide a copy of 
the signed memorandum to the BA 53 budget analyst, along with the request for the certification 
of funds. 


c. 	Extensions 
If the Government seeks to extend a lease for a temporary term (generally 1 to 3 years, not to 
exceed 5 years ), the Leasing Specialist is authorized to make the determination that the 
proposed lease is an operating lease by certifying that the lease meets the criteria in paragraph 
4(d) of this policy. The 90 percent scoring calculation is not required for the determination. The 
Leasing Specialist must complete the Determination of Operating Lease Classification for Leases 
5 Years or Less, per paragraph 5(a) of this policy, and include a copy in the lease project file. No 
further action with regard to lease classification for budget scorekeeping purposes is required. 


d. 	Expansions, Succeeding, and Superseding 
If a client agency requests expansion space for a location already under lease to the Government, 
before committing to any expansion space, the Leasing Specialist and Asset Manager must take 
into consideration the materiality and time frames involved to determine the impacts on the status 
of the lease as an operating lease and on the prospectus threshold. The key to determining the 
next step is to define whether the changes to the lease were foreseen before lease award or were 
truly independent leasing actions raised by the client agency after initial lease award. The 
Leasing Specialist or Lease Contracting Officer must document the lease file for any action taken 
and follow the processes described in paragraph 5 as applicable for the lease term. 


If all of the space under an existing lease plus the expansion space is to be satisfied with either a 
succeeding or superseding lease, then the total space included in the lease proposal must be 
considered when comparing the lease value to the prospectus threshold and undertaking a 
scoring calculation. The Leasing Specialist or Lease Contracting Officer must document the lease 
file for any action taken and follow the processes described in paragraph 5 as applicable for the 
lease term. 
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7. NPVIFMV Above 80 percent <l' 


e. Free Space 
When an offeror proposes to provide, at no additional charge to the Government, a contiguous 
block of space that exceeds the maximum amount GSA has solicited, and the agency agrees to 
accept the extra space, the free space square footage is not added to the solicited square 
footage of the lease for purposes of the 90 percent scoring calculation. 


f. Options 
If a lease agreement contains an option to renew that can be exercised without further 
congressional action, it is presumed that the option will be exercised. 


For example, if an approved prospectus stipulates a term of 20 years and the proposed lease 
deal is structured as 10 years firm with two 5-year options, the 90 percent scoring calculation 
must reflect a 20-year lease term. 


However, if a lease has an approved prospectus for a term of 10 years, but the lessor offers a 
1O-year firm lease with two 5-year options, the 90 percent scoring calculation only needs to reflect 
a 10-year lease term. The two 5-year options cannot be exercised without a new prospectus, 
assuming that they are above the prospectus threshold, and therefore do not need to be 
calculated at the time of the analysis. 


All options that are included in the lease agreement for leases below the statutory prospectus 
level that do not require prospectus approval to exercise must be included in the lease term for 
purposes of the 90 percent scoring calculation. If such options are not factored into the base 
lease's original 90 percent scoring calculation, the scoring requirements as defined in this policy 
must be applied before an option can be exercised. 


g. Unique Agency-Specific Leases 
Confirming operating lease treatment is difficult with respect to some of our client agencies. For 
example, for agencies such as the Transportation Security Administration (TSA), it is difficult to 
numerically score the project, as the rent charged bears no relationship to the construction cost of 
the space the agency would occupy. The Leasing Specialist and Asset Manager must determine 
whether the rent proposed for TSA space at an airport is reasonable compared to other rents 
charged at airports. If other office tenants within the airport are paying similar rental rates, the 
determination that the lease is an operating lease can be made without further action. The 
Leasing Specialist and Asset Manager should complete the Determination of Operating Lease 
Treatment for Unique Agency Leases form. 


7. NPV/FMV Above 80 percent 


Final scoring calculations yielding a NPV/FMV ratio above 80 percent are sufficiently high to be 
cause for concern. The Asset Manager must complete the scoring workbook and have the signed 
concurrence of the Regional Director of Portfolio Management This concurrence may not be 
delegated. 
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~ 8. Calculations' 


8. Calculations 



Instructions for performing the 90 percent scoring calculation are provided by the Office of Real 
Property Asset Management on the following Web site: 


http://pbsportal . pbs. gsa.gov: 777 7/porta I/page?_pageid=84, 120677&_dad= portal&_ schema=POR 
TAL. 


a. Developing Inputs 
For all 90 percent scoring calculations, the Asset Manager must develop inputs for the scoring 
worksheet using the most current GCCRG or data taken from a current market appraisal, if 
available. 


If using the GCCRG, the Asset Manager must enter the total project Estimated Construction Cost 
(ECC) into the most current Lookup Table to determine the design and management and 
inspection fees applicable to the proposed action. 


To determine FMV, the Asset Manager must add the total ECC to the design and management 
and inspection costs, and to the site acquisition costs. The value for land must be provided by the 
employees responsible according to regional policy or practice and can be determined through: 


• 	 Site comparables based on recent sales; 


• 	 Market values if developed for the geographic area based on land values per Floor Area 
Ratio (FAR) foot; or 


• 	 Any other suitable method, as long as the Asset Manager provides sufficient documentation. 


b. 	Discount and Inflation Rates 
Every time the 90 percent scoring calculation is performed, the Asset Manager must use the 
discount and inflation rates that are included in the President's most recent budget document. 
These rates are posted on the Portfolio Management Web site shortly after the President's 
budget is released. These are normally updated in December or January each year. Rates for 
2010, which are based on the economic assumptions for the 2011 budget, can be found at OMB 
Circular A·11 and OMB Circular A·11 Appendix C. 
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1. Background 


1. Background 



When GSA is preparing to lease a property, the agency requires that buildings meet Government
specified levels of safety in the event of an earthquake. Since seismic activity varies across the 
United States, the building requirements are based on the likelihood and intensity of earthquake 
activity. 


Executive Order 12941, Seismic Safety of Existing Federally Owned or Leased Buildings, sets 

some of these safety requirements .. The Executive order states: 



By the authority vested in me as President by the Constitution and the laws of the United States of 
America, and in furtherance of the Earthquake Hazards Reduction Act of 1977, as amended by 
Public Law 101- 614, which requires the President to adopt "standards for assessing and 
enhancing the seismic safety of existing buildings constructed for or leased by the Federal 
Govemment which were designed and constructed without adequate seismic design and 
construction standards" (42 U.S.c. 770Sb(a)), it is hereby ordered as follows : 


Section 1. Adoption of Minimum Standards. The Standards ofSeismic Safety for Existing 
Federally Owned or Leased Buildings (Standards) , developed, issued, and maintained by the 
Interagency Committee on Seismic Safety in Construction (JCSSC), are hereby adopted as the 
minimum level acceptable for use by Federal departments and agencies in assessing the seismic 
safety of their owned and leased buildings and ill mitigating unacceptable seismic risks in those 
buildings . . .. 


In response to Public Law 101-614 and the Executive order, the Interagency Committee on 
Seismic Safety in Construction (ICSSC) was created. The ICSSC is a committee of 30 Federal 
departments and agencies with an interest in seismic safety. A major role of the ICSSC is to 
encourage the adoption of consistent and effective seismic safety practices by the Federal 
government. Accordingly, the ICSSC issued the first edition of Standards of Seismic Safety for 
Existing Federally Owned or Leased Buildings in 1994 as Recommended Practice 4 (RP 4), the 
second edition in 2002 as RP 6, and the third edition, in 2011 as RP 8. RP 8, sometimes referred 
to in this Appendix G as the "Standards," superseded earlier versions and included the most 
recent editions of the reference documents and current methodologies used in seismic design . 


The Standards are intended to 


• 	 Identify and set minimum acceptable seismic performance objectives for Federally leased 
and owned buildings, 


• 	 Create common min imum evaluation and mitigation measures for all Federal departments 
and agencies, and 


• 	 Require all Federal entities to have agency-conceived and agency-controlled seismic safety 
programs for their existing owned or leased buildings. 


RP 8 establishes procedures and criteria intended to minimize the risks of earthquake-related 
deaths or life-threatening injuries. Section 1.1.2 of RP 8 also provides criteria for more stringent 
standards when it is necessary to control damage or maintain function after the earthquake. 


The appropriate standard for most GSA leases is the "Life Safety based objective," which is 
prescribed in RP 8. When an earthquake occurs, any buildings covered under the Life Safety 
standard may have some structural damage, but the damage should not be life threatening . 
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 <:J:I 2. Definition of Seismic Zones


The building must not partially or totally collapse. The Request 
for Lease Proposals (RLP) and Lease paragraphs are written to 
meet the Life Safety standard. 


Occasionally client agencies may require a higher level seismic 
standard. When this occurs, the agency will notify GSA that it 
needs one of the following standards: 


o "Occupancy-based performance objective" standard 
designed to protect facilities that pose special risks or that 
must recover functionality quickly after an earthquake. 


• "Mission-critical facilities" standard designed to safeguard 
facilities which require highly reliable operational 
performance during and immediately after an earthquake. 
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If a higher standard is required, the client agency and GSA's seismic safety engineers must 
develop it because the RLP and Lease paragraphs do not include these higher standards. The 
Lease Contracting Officer (LCO) should also consult with the Office of Regional Counsel for 
assistance with incorporating any higher standard in the RLP. 


2. Definition of Seismic Zones 


a. Explanation of seismic terminology and exemptions 
The Seismic Leasing Requirements map graphically depicts criteria established by the ICSSC RP 
8, Sections 1.3a, 1.3b, and 1.3i exemptions. The map shows earthquake effects in areas of the 
U.S. that are defined using the acceleration parameters SDS and SD1 which are based on the 
ground motions (size and timing of earth movements), multiplied by a percentage of the 
Maximum Credible Earthquake, for that geographical area. The mapping application uses Site 
Class 0 as the default soil classification , which is allowed in the national codes. 


Definitions: 


Acceleration Parameters are coefficients determined using a scientific method to forecast 
seismic ground motions at a known location from predicted earthquakes. This is discussed further 
in RP 8, table C1.3 Exemptions. 


Site Class is a national code-based method that classifies soil properties based on th e effect of 
seismic ground motions (site classes are ranked A-F) 
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2. Definition of Seismic Zones 


b. Seismic Map of t he Cont inental U.S. 


Seismic Leasing Requ irements 
f~r;lI Jy l '!a.:.d BuUdmp Complyin: with RPS 


Con tf lulinou': ll'niffd SI H'~ 


Continental U.S. map entitled, Seismic Leasing Requirements: Continental United States, prepared by U.S. 

Geological Survey in May 2012. 



The map above shows three different colors corresponding to the Sos and S01 for Site Class D. 
The legend reads: 


(Green) - Sos < 0.330g and S01 < 0.133g (low and very low seismicity) 


• 	 All buildings are exempt. 


(Yellow) - Sos < 0.50g and So1 < 0.20g (medium seismicity) 


• 	 Buildings where the total area leased by the Federal Government is less than 10,000 
ABOA SF are exempt. 


(Red) - Sos > 0.50g or S01 > 0.20g (high and very high seismicity). 


• 	 Buildings of steel light frame or wood construction with areas less than 3,000 ABOA 
SF are exempt. 


These maps were developed to help owners and leasing professionals understand the application 
of RP 8 exemptions. 


The map is available at www.gsa.gov/portal/contentl101286.This link also has maps of Alaska, 
Hawaii, and Puerto Rico. Leasing Specialists must contact the regional seismic engineer for 
guidance on the remaining U.S. Territories. 
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3. RLP, Offer, Award, and Post-Award Process 


3. RLP, Offer, Award, and Post-Award Process 



a. 	Generating the RLP package 
This appendix issues RLP and Lease paragraphs replacing all paragraphs that were issued 
based on previous Standards. 


RLP'paragraphs 


Unless the lease action falls under one of the three exemptions discussed below, the Leasing 
Specialist must include the applicable seismic RLP paragraphs and offer forms in the RLP 
package. There are two seismic RLP paragraphs: one for medium seismic areas (yellow on the 
seismic map) and one for high to very high seismic areas (red on the seismic map). The Leasing 
Specialist must choose the appropriate RLP paragraph and delete the other, following the hidden 
(blue) instructional text included with the RLP paragraph. The seismic RLP paragraphs with 
hidden text are included in this document as Attachment 1. The seismic offer forms (A through F) 
are attached as Attachment 2, Seismic Offer Forms. 


Transactions exempt from seismic requirements 


Paragraph 4 of this document and Attachment 4 (excerpted from RP 8) describe all of the RP 8 
exemptions. Some of these exemptions are project based. Therefore, the Standards are not 
applicable in any of the following situations, and the seismic RLP paragraphs and the offer 
attachments must be deleted : 


• 	 The lease term will be for less than five (5) years, 
• 	 The lease will be for building structures that are intended only for incidental human 


occupancy, (occupied by persons for a total of less than 2 hours a day), or 
• 	 The delineated area lies in a green area (low and very low seismicity) of the Seismic Leasing 


Requirements map. 


If the delineated area is not clearly in one seismic area (low, medium, or high) , the Leasing 
Specialist must contact the regional seismic engineer for assistance. If the seismic engineer 
determines that the delineated area crosses the border of two different seismicity areas, the 
Leasing Specialist must also contact the Office of Regional Council before deciding which 
standards to apply. 


b. Pre-award submittals 
Acceptable Methods of Meeting RP 8 Standards 


• 	 Be certified as a Benchmark Building (Seismic Form A), 
• 	 Be certified as meeting the Life Safety performance standard based on an ASCE 31 


Evaluation (Seismic Form B), 
• 	 Commit to retrofit the building to meet the requirements of RP 8 (Seismic Form C, Part 1), 
• 	 Commit to provide new construction in accordance with current local code (Seismic Form C, 


Part 2), or 
• 	 Represent that the offered building qualifies for an exemption based on the square footage 


threshold and the area of seismicity: 


PBS Leasing Desk Guide 
This page last revised: 911812012 


G-4 







Appendix G: Seismic Safety in Leasing 


3. RLP, Offer, Award, and Post-Award Process 


o 	 In an area of moderate seismicity (yellow area), the Offeror's representation that 
there will be less than 10,000 ABOA SF of Federally leased space in the offered 
building upon commencement of the lease term. (Seismic Form D) 


o 	 In an area of high seismicity (red area), the Offeror's representation that the offered 
building is a one-story building of steel light frame or wood construction with less than 
3,000 ABOA SF. (Seismic Form D) 


o 	 Detached one- or two-family dwelling located where Sos < 0.4 g, unless covered 
under an occupancy-based performance objective. (To make this determination, 
consult with the regional seismic engineer.) 


Unless claiming an exemption as described above, Offerors with existing buildings must submit 
one of three seismic forms: 


• 	 Benchmark Certificate (Seismic Form A), 
• 	 Existing Buildings Certificate (Seismic Form B), or 
• 	 Building Retrofit Commitment (Seismic Form C, Part 1). 


If using one of the certificates (Seismic Form A or B), the completed certificate must be signed 
and stamped by a licensed engineer and be accompanied by appropriate documentation as 
indicated on the certificate form. An existing building certificate must certify that the building does 
or does not meet the Life Safety performance standard of RP 8. 


For new construction, the Offeror must complete and sign the "Preaward Commitment" in Seismic 
Form C, Part 2. The Offeror must specify the engineer responsible for designing the building and 
the applicable design code. 


c. 	Award decision process 
Prior to award, the Lease Contracting Officer must review the seismic form supplied by the 
Offeror to determine whether the building meets the requirements of the Standards by one of the 
methods listed in paragraph 3b. 


If the Lease Contracting Officer receives one or more offers that are in full compliance with the 
Standards and the requirements of the RLP, any buildings that do not meet the Standards 
become ineligible for award . 


Generally, one or more of the buildings will meet the Standards. However, if none of the buildings 
meet the Standards, then the Lease Contracting Officer must consider expanding the delineated 
area to bring in additional buildings that may meet the Standards. If the delineated area cannot be 
expanded, the Lease Contracting Officer, in consultation with the seismic engineer, must consider 
the level of seismic safety along with other factors in the RLP in making the award decision. 


d. 	Preparing the Lease 
The next step in the process is creating the Lease, which is the responsibility of the Leasing 
Specialist or Lease Contracting Officer. The appropriate seismic lease language, along with 
hidden (blue) text instructions, is located in Attachment 3 of this appendix. The language and 
instructions have also been added to the Lease models. For buildings that meet the Standards 
without promising seismic retrofit or new construction or are eligible for award despite not meeting 
the Standards, no additional lease language addressing seismic safety is required. For offers that 
include an agreement to retrofit the building to meet the Standards, the Leasing Specialist must 
follow the instructions in Attachment 3 and the RLP template for adding the retrofit and post 
award submittal requirements to the lease. For new construction, the Leasing Specialist must 
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Appendix G: Seismic Safety in Leasing 


4. RP 8 Exemptions 


retain the Seismic New Construction paragraph, which addresses the Lessor's post-award 
compliance responsibilities. 


e. Post-award requirements for Seismic Retrofit or New 
Construction 
Leases for new construction or seismic retrofits have post-award requirements. The Offeror must 
submit post-award documentation. These requirements are outlined below: 


Pre-construction submittals (for retrofit only) 


• 	 Milestone project schedule (design start, submit for permits, permits approved, construction 
start, construction finish, etc.), 


• 	 Final design and construction documents for seismic retrofit, including structural calculations, 
drawings, and specifications, or 


• 	 Geotechnical report. 


Inspections during construction (for retrofit only) 


o 	 Special inspections by the Lessor's engineer to meet the requirements of the International 
Building Code (IBC), Chapter 17. 


Pre-occupancy/Acceptance 


• 	 For seismic retrofits: confirmation by the Lessor's engineer using the Certificate of Seismic 
Compliance Retrofitted Buildings (Seismic Form E). This certificate is required prior to space 
acceptance. 


• 	 For new construction : confirmation by the Lessor's engineer using the Certificate of Seismic 
Compliance New Building (Seismic Form F) . This certificate is required prior to space 
acceptance. 


4. 	RP 8 Exemptions 


RP 8, Section 1.3 provides ten exemptions for buildings that are not expected to pose a 
significant safety risk. The full text from Section 1.3 is located in Attachment 4. 


The exemptions discussed in this appendix are based on the Life Safety based performance 
objective. If a higher performance objective is designated (occupancy based or mission critical 
facilities), the Leasing Specialist must contact the regional seismic engineer for further guidance. 


How exemptions are applied to leasing 


Exemptions "a" and "b" are location based, covering buildings in areas with low to very low levels 
of seismic activity. On the seismic map (which is located in paragraph 2b of this appendix), these 
areas are shaded green. Any facilities in the green area are exempt from the seismic 
requirements of this RLP and the Lease. 


Exemption "c" is for detached one- and two-family dwellings in a seismic area where SDS < 0.4 g. 
Please note this area cannot be determined by looking at the map. These are ra re and are not 
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Appendix G: Seismic Safety in Leasing 


4. RP 8 Exemptions 


part of typical lease transactions. Therefore, the Leasing Specialist must consult the regional 
seismic engineer for a determination. 


Exemption "d" is for building structures that people will occupy for less than 2 hours a day, which 
is known as incidental human occupancy. This exemption may be used, for example, for buildings 
at antenna sites, non-manned storage buildings, and similar locations. 


Exemption "e" is for one-story buildings of steel light frame or wood construction with areas less 
than 3,000 ABOA SF. Anytime this type of building is leased, it is exempt. 


Exemptions "f" and "g" are for buildings scheduled for demolition and buildings in foreclosure. 
These exemptions do not have any application in GSA lease procurements. Procurements for 
less than 5 years are already exempt (see following paragraph) and the demolition exemption 
should not be used for procurements that are 5 years or longer. Since being in foreclosure is a 
temporary condition, an offeror cannot rely on the foreclosure exemption as a basis for 
compliance with the Standards for the term of the lease. 


Exemptions "h" and "j" are for non-Federally owned buildings, where the Federal Government has 
short-term leases. To be exempt, the buildings must either (1) have a remaining useful life of less 
than five years or (2) fulfill an agency need for less than 5 years. Therefore, Leases of less than 5 
years are exempt. 


Exemption "i" is for non-Federally owned buildings in a moderate seismicity area (the yellow area 
of the map in paragraph 2.b) that contain a total area leased by the Federal Government of less 
than 10,000 ABOA SF. The Federal Government, including GSA, agencies with delegated 
authority, or agencies with statutory authority, may have other ongoing procurements or existing 
leases in the delineated area. Offerors must represent that if awarded this Lease, the offered 
building would not have greater than or equal to 10,000 ABOA SF of space leased to the 
Federal Government. 


In addition to the exemptions in Section 1.3 of RP 8, buildings that qualify as Benchmark 
Buildings in accordance with Table 1-1 in RP 8 are deemed to comply with the structural 
evaluation and retrofitting provisions of RP 8. Buildings can qualify as Benchmark Buildings either 
because they were originally constructed in accordance with a qualifying code or because they 
have been retrofitted to meet the requirements of a qualifying code. 
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Appendix G: Seismic Safety in Leasing 


Attachment 1: RLP Seismic Paragraphs 


Attachment 1: RLP Seismic Paragraphs 



THE FOLLOWING ARE EXEMPT FROM THE SEISMIC STANDARDS AND ALL SEISMIC LEASING PARAGRAPHS, 
AND THE ATTACHMENTS CAN BE DELETED: 


• 	 THE LEASE IS FOR LESS THAN FIVE (5) YEARS, 
• 	 THE LEASE IS FOR BUILDING STRUCTURES THAT ARE INTENDED ONLY FOR INCIDENTAL HUMAN 


OCCUPANCY (OCCUPIED BY PEOPLE FOR TWO HOURS OR LESS PER DAY), 
• 	 DETACHED ONE- AND TWO-FAMILY DWELLINGS LOCATED WHERE SDS < 0.4 G. 


(CHECK WITH THE REGIONAL SEISMIC ENGINEER TO DETERMINE THE SEISMICITY OF THE 
DELINEATED AREA) , OR 


• 	 THE DELINEATED AREA IS IN THE GREEN AREA (LOW AND VERY LOW SEISMICITY) IN THE SEISMIC 
LEASING REQUIREMENTS MAP 


• 	 (SEE BELOW FOR MAP AND ADDITIONAL INSTRUCTIONS). 


Seismic Leasing Requirements 
FI:(icrnUy Lcased Buildings Complyi.ng \\'i~ l RP8  


United Stale:') 


THE ABOVE MAP DESIGNATES THE LEASING SEISMIC AREAS. 


LOCATE THE DELINEATED AREA ON THE SEISMIC LEASING REQUIREMENTS MAP, WHICH IS AVAILABLE AT 


www.gsa .gov/portal/contentl101286. IF IT IS CLEARLY IN THE GREEN, YELLOW, OR RED AREAS, 


FOLLOW THE INSTRUCTIONS BELOW. IF THE LOCATION IS CLOSE TO A BORDER OF TWO AREAS, CONTACT 
THE REGIONAL SEISMIC ENGINEER FOR ASSISTANCE WITHDETERMINING WHICH AREA THE BUILDING IS 
LOCATED IN. 


GREEN AREA 
IF THE DELINEATED AREA LIES IN AN AREA OF LOW AND VERY LOW SEISMICITY, THE PROJECT IS EXEMPT 
FROM THE REQUIREMENTS OF RP 8. 


ACTION REQUIRED: DELETE THE FOLLOWING PARAGRAPHS FROM THE RLP: 
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Appendix G:Seismic Safety in Leasing 


Attachment 1: RLP Seismic Paragraphs <:Y 


SEISMIC SAFETY FOR EXISTING CONSTRUCTION - MODERATE SEISMICITY 
• SEISMIC SAFETY FOR EXISTING CONSTRUCTION - HIGH SEISMICITY 


DO NOT ATTACH THE OFFER FORM PACKAGE, SEISMIC REQUIREMENTS, TO THE RLP/LEASE OFFER 
PACKAGE. 


YELLOW AREA 
IF THE DELINEATED AREA LIES IN AN AREA OF MODERATE SEISMICITY, THE PROJECT IS SUBJECT TO THE 
REQUIREMENTS OF RP 8. THE ONE EXCEPTION IS THAT A BUILDING CONTAINING LESS THAN 10,000 ABOA SF 
RENTED BY THE GOVERNMENT IS EXEMPT. BECAUSE THE FEDERAL GOVERNMENT, INCLUDING GSA, 
AGENCIES WITH DELEGATED AUTHORITY, OR AGENCIES WITH STATUTORY AUTHORITY, MAY HAVE OTHER 
ONGOING PROCUREMENTS OR EXISTING LEASES IN THE DELINEATED AREA, OFFERORS MUST REPRESENT 
THAT, IF AWARDED THIS LEASE, THE OFFERED BU ILDING WILL HAVE LESS THAN 10,000 ABOA SF OF SPACE 
LEASED TO THE FEDERAL GOVERNMENT. THIS IS COVERED IN MODERATE SEISMICITY PARAGRAPH, SUB
PARAGRAPH B.1. 


ACTION REQU IRED: 
INCLUDE IN THE RLP: 


• SEISMIC SAFETY FOR EXISTING CONSTRUCTION - MODERATE SEISMICITY 


DELETE FROM THE RLP: 
• SEISMIC SAFETY FOR EXISTING CONSTRUCTION - HIGH SEISMICITY 


ACTION REQUIRED: ATTACH THE OFFER FORM PACKAGE, SEISMIC REQUIREMENTS, TO THE RLP/LEASE 
OFFER PACKAGE: 


RED AREA 
IF THE DELINEATED AREA LIES IN AN AREA OF HIGH AND VERY HIGH SEISMICITY, THE PROJECT IS SUBJECT 
TO THE REQUIREMENTS OF RP 8. THE ONE EXCEPTION IS THAT A ONE-STORY BUILDING OF STEEL LIGHT 
FRAME OR WOOD CONSTRUCTION WITH LESS THAN 3,000 ABOA SF OF SPACE IN THE BUILDING IS EXEMPT. 
THIS IS COVERED UNDER PARAGRAPH, SUB-PARAGRAPH B.10F THE HIGH SEISMICITY PARAGRAPH. 


ACTION REQUIRED: DELETE THE FOLLOWING FROM THE RLP: 
• SEISMIC SAFETY FOR EXISTING CONSTRUCTION - MODERATE SEISMICITY 


INCLUDE IN THE RLP: 
• SEISMIC SAFETY FOR EXISTING CONSTRUCTION - HIGH SEISMICITY 


ACTION REQUIRED: ATTACH THE OFFER FORM PACKAGE, SEISMIC REQUIREMENTS, TO THE RLP/LEASE 

OFFER PACKAGE: 

SEISMIC SAFETY - MODERATE SEISMICITY (SEP 2012) 



A. The Government intends to award a Lease to an Offeror of a Building that is in compliance with the Seismic 
Standards. If an offer is received which is in compliance with the Seismic Standards and the other requirements of this 
RLP, then other offers which do not comply with the Seismic Standards will not be considered. If none of the offers is in 
compliance with the Seismic Standards, the LCO will make the award to the Offeror whose offer meets the other 
requirements of this RLP and provides the best value to the Government, taking into account price, seismic safety and 
any other award factors specified in this RLP. 
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Appendix G: Seismic Safety in Leasing 


Attachment 1: RLP Seismic Paragraphs 


B. An offered Building will be considered to be in compliance with the Seismic Standards if it meets one of the 
following conditions: 


1. 	 The offer include a representation that the Building will have less than 10,000 ABOA SF of Space 
leased to the Federal Government upon commencement of the lease term (Seismic Form D), 


2. 	 The offer includes a Seismic Certificate certifying that the Building is a Benchmark Building (Seismic 
Form A). 


3. 	 The offer includes a Seismic Certificate based on a Tier I Evaluation showing that the Building meets 
the Seismic Standards (Seismic Form B). The submission must include the checklists and backup 
calculations from the Tier 1 Evaluation. 


4. 	 The offer includes a Seismic Certificate based on a Tier 2 or Tier 3 Evaluation showing that the 
Building complies with the Seismic Standards (Seismic Form B). If the certificate is based on a Tier 2 
or Tier 3 Evaluation, the data, working papers, calculations and reports from the evaluation must be 
made available to the Government. 


5. 	 The offer includes a commitment to retrofit the Building to satisfy all of the Basic Safety Objective 
requirements of ASCE/SEI 41 (Seismic Form C, Part 1). If the Offeror proposes to retrofit the 
Building, the offer must include a Tier 1 report with all supporting documents, a narrative explaining 
the process and scope of retrofit, and a schedule for the seismic retrofit. The Offeror shall provide a 
construction schedule, concept design for the seismic upgrade, and supporting documents for the 
retrofit, including structural calculations, drawings, specifications, and geotechnical report to the 
Government for review and approval prior to award. The documentation must demonstrate the 
seismic retrofit will meet the seismic standards and be completed within the time frame required. 


6. 	 The offer includes a pre-award commitment to construct a new Building, using local building codes 
(Seismic Form C, Part 2). 


C. The LCO may allow an Offeror to submit a Seismic Certificate after the deadline for final proposal revisions. 
However, the LCO is not obligated to delay award in order to enable an Offeror to submit a Seismic Certificate. 


D. Definitions. For the purpose of this paragraph: 


• 	 "ASCE/SEI 31" means the American Society of Civil Engineers standard, Seismic Evaluation of Existing 
Buildings. You can purchase ASCE/SEI from ASCE at (800) 548-2723 or by visiting http://www.pubs.asce.org. 


• 	 "ASCE/SEI 41" means American Society of Civil Engineers standard, Seismic Rehabilitation of Existing 
Buildings. You can purchase ASCE/SEI from ASCE at (800) 548-2723 or by visiting 
http://www.pubs.asce.org. 


"Benchmark Building" means a building that was designed and built, or retrofitted, in accordance with the 
seismic provisions of the applicable codes specified in Section 1.3.1 of RP 8. 


Engineer" means a professional engineer who is licensed in Civil or Structural Engineering and qualified in the 
structural design of buildings. They must be licensed in the state where the property is located. 


"RP 8" means "Standards of Seismic Safety for Existing Federally Owned and Leased Buildings ICSSC 
Recommended Practice 8 (RP 8)," issued by the Interagency Committee on Seismic Safety in Construction as 
ICSSC RP 8 and the National Institute of Standards and Technology as NIST GCR 11-917-12. RP 8 can be 
obtained from http://www.wbdg.org/ccb/N IST/nist gcr11 917 12.pdf 


"Seismic Certificate" means a certificate executed and stamped by an Engineer on the appropriate Certificate of 
Seismic Compliance form included with this RLP together with any required attachments. 


"Seismic Standards" means the requirements of RP 8 Section 2.2 for Life Safety Performance Level in 
ASCE/SEI 31 or the Basic Safety Objective in ASCE/SEI 41, unless otherwise specified. 


• 	 "Tier 1 Evaluation" means an evaluation by an Engineer in accordance with Chapters 2.0 and 3.0 of ASCE/SEI 
31. A Tier 1 Evaluation must include the appropriate Structural, Nonstructural and Geologic Site Hazards and 
Foundation Checklists. 


"Tier 2 Evaluation" means an evaluation by an Engineer in accordance with Chapter 4.0 of ASCE/SEI 31. 


"Tier 3 Evaluation" means an evaluation by an Engineer in accordance with Chapter 5.0 of ASCE/SEI 31. 


(end of paragraph) 
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Appendix G: Seismic Safety in Leasing 


Attachment 1: RLP Seismic Paragraphs 


SEISMIC SAFETY - HIGH SEISMICITY (SEP 2012) 


A. The Government intends to award a Lease to an Offeror of a Building that is in compliance with the Seismic 
Standards. If an offer is received which is in compliance with the Seismic Standards and the other requirements of this 
RLP, then other offers which do not comply with the Seismic Standards must not be considered . If none of the offers is in 
compliance with the Standards, the LCO will make the award to the Offeror whose offer meets the other requirements 


B. of this RLP and provides the best value to the Government, taking into account price, seismic safety and any 
other award factors specified in this RLP. 


C. An offered Building will be considered to be in compliance with the Seismic Standards if it meets one of the 
following conditions: 


1. 	 The offer includes a representation that the Premises will be in a one-story Building of steel light frame or wood 
construction with less than 3,000 ABOA SF of space in the Building (Seismic Form D). 


2. 	 The offer includes a Seismic Certificate certifying that the Building is a Benchmark Building (Seismic Form A). 
3. 	 The offer includes a Seismic Certificate based on a Tier I Evaluation showing that the Building meets the 


Seismic Standards (Seismic Form B) . The submission must include the checklists and backup calculations from 
the Tier 1 Evaluation. 


4. 	 The offer includes a Seismic Certificate based on a Tier 2 or Tier 3 Evaluation showing that the Building 
complies with the Seismic Standards (Seismic Form B). If the certificate is based on a Tier 2 or Tier 3 
Evaluation, the data, working papers, calculations and reports from the evaluation must be made available to 
the Government. 


5. 	 The offer includes a commitment to retrofit the Building to satisfy all of the Basic Safety Objective requirements 
of ASCE/SEI 41 (Seismic Form C, Part 1). If the Offeror proposes to retrofit the Building, the offer must include 
a Tier 1 report with all supporting documents, a narrative explaining the process and scope of retrofit and a 
schedule for the seismic retrofit. The Offeror shall provide a construction schedule, concept design for the 
seismic upgrade and supporting documents for the retrofit, including structural calculations, drawings, 
specifications, and geotechnical report to the Government for review and approval prior to award. The 
documentation must demonstrate the seismic retrofit will meet the seismic standards and be completed within 
the time frame required . 


6. 	 The offer includes a pre-award commitment to construct a new Building, using local building codes (Seismic 
Form C, Part 2). 


D. The LCO may allow an Offeror to submit a Seismic Certificate after the deadline for final proposal revisions. 
However, the LCO is not obligated to delay award in order to enable an Offeror to submit a Seismic Certificate. 


E. Definitions. For the purpose of this paragraph: 


• 	 "ASCE/SEI 31" means the American Society of Civil Engineers standard, Seismic Evaluation of Existing 
Buildings. You can purchase ASCE/SEI from ASCE at (800) 548-2723 or by visiting http://www.pubs.asce.org . 


• 	 "ASCE/SEI 41" means American Society of Civil Engineers standard , Seismic Rehabilitation of Existing 
Buildings. You can purchase ASCE/SEI from ASCE at (800) 548-2723 or by visiting 


http://www.pubs.asee.org. 


"Benchmark Building" means a building that was designed and built, or retrofitted, in accordance with the 
seismic provisions of the applicable codes specified in Section 1.3.1 of RP 8. 


Engineer" means a professional engineer who is licensed in Civil or Structural Engineering and qualified in the 
structural design of buildings. They must be licensed in the state where the property is located. 


"RP 8" means "Standards of Seismic Safety for Existing Federally Owned and Leased Bui/dings /CSSC 
Recommended Practice 8 (RP 8)," issued by the Interagency Committee on Seismic Safety in Construction as 
ICSSC RP 8 and the National Institute of Standards and Technology as NIST GCR 11-917-12. RP 8 can be 
obtained from http://www.wbdg.org/ccb/NIST/nist gcr11 917 12.pdf 


"Seismic Certificate" means a certificate executed and stamped by an Engineer on the appropriate Certificate of 
Seismic Compliance form included with this RLP together with any required attachments. 


"Seismic Standards" means the requirements of RP 8 Section 2.2 for Life Safety Performance Level in 
ASCE/SEI 31 or the Basic Safety Objective in ASCE/SEI 41, unless otherwise specified . 
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Appendix G:Seismic Safety in Leasing 


Attachment 1: RLP Seismic Paragraphs 


"Tier 1 Evaluation" means an evaluation by an Engineer in accordance with Chapters 2.0 and 3.0 of ASCE/SEI 
31 . A Tier 1 Evaluation must include the appropriate Structural, Nonstructural and Geologic Site Hazards and 
Foundation Checklists. 


• "Tier 2 Evaluation" means an evaluation by an Engineer in accordance with Chapter 4.0 of ASCE/SEI 31 . 


• 


• "Tier 3 Evaluation" means an evaluation by an Engineer in accordance with Chapter 5.0 of ASCE/SEI 31 . 


(end of paragraph) 


PBS Leasing Desk Guide 
This page last revised: 911812012 


G-12 







Appendix G: Seismic Safety in Leasing 


Attachment 2: Seismic Offer Forms 


Attachment 2: Seismic Offer Forms 



Instructions to Leasing Specialists: 


The following seismic forms are intended to be issued as an attachment to the RLP 
package. Therefore, unless the transaction is exempted as described under paragraph 
3a of this Appendix, the LeO must attach the entire group of six Seismic Forms to the 
RLP package. The Offeror/Offeror's engineer must fill out the appropriate form(s) among 
the four pre-award submittals to complete his or her offer. The pre-occupancy submittals 
are also included as part of the RLP package, to inform Offerors of potential post-award 
obligations . 
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Appendix G: Seismic Safety in Leasing 


Attachment 2: Seismic Offer Forms 


RLP OFFER ATTACHMENT - SEISMIC OFFER FORMS 


Instructions for Offeror: 


Forms A through D are pre-award submittals . Depending upon the form, either the 
Offeror or the Offeror's engineer shall complete and sign the form to confirm seismic 
compliance with RP 8. When the engineer fills out a form, he or she is also required to 
stamp it. The Offeror's engineer shall represent whether the Building meets RP 8 
standards, using Form A for Benchmark Buildings or Form B for other existing buildings. 
If the engineer's certification indicates that the Building does not meet RP 8 standards, 
the Offeror shall agree to retrofit the building to meet the standards, using Form C, Part 
1. Offerors providing new construction shall commit to a design code, using Form C, Part 
2. Offerors may represent that their building meets an exemption criteria, using Form D. 


Forms E and F are post-award submittals. They only apply when the Offeror has agreed 
to either retrofit an existing building (use Form E) or is constructing a new building (use 
Form F). Prior to the Government accepting leased space, the Lessor's engineer shall 
complete, stamp, and sign the appropriate representation. 


The forms must include the supporting documentation stated in the RLP and Lease. 


Below is a detailed explanation of each of the forms. 


SEISMIC FORM A - CERTIFICATE OF SEISMIC COMPLIANCE BENCHMARK BUILDING 


A benchmark building is one that was designed and built or retrofitted in accordance with 
structural provisions that are considered to provide acceptable life-safety protection. RP 8, 
Section 1.3, Table 1-1 shows the construction codes that qualify a building as a 
Benchmark Building. If a building qualifies, no additional hazards need be considered. If 
the seismicity of a region has changed since the benchmark dates listed in the table, the 
building must be evaluated in accordance with the now current or greater seismicity of 
the region to be compliant with the RP 8 Standards. 


SEISMIC FORM B - CERTIFICATE OF SEISMIC COMPLIANCE EXISTING BUILDING 


The engineer shall evaluate the building to determine compliance with the Life Safety 
Performance Level. He or she shall use RP 8 Chapter 3 and ASCE/SEI 31 to determine 
compliance. The evaluation must include the appropriate Structural, Nonstructural, and 
Geologic Site Hazard and Foundation Checklists with backup calculations. 


SEISMIC FORM C - BUILDING RETROFIT OR NEW CONSTRUCTION PRE-AWARD 
COMMITMENT 


Part 1 only applies to planned retrofit of an existing building. The Offeror shall identify the 
engineer in charge of the seismic retrofit and commit that the retrofit's design and 
construction will conform to the requirements of ASCE/SEI 41, Basic Safety Objective. 
The commitment must also include a Tier 1 report with supporting documentation, a 
narrative, scope, and schedule of the proposed renovations . 
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Attachment 2: Seismic Offer Forms <Y 


Part 2 only applies to new construction . The Offeror shall identify the engineer in charge 
of the design of the building and specify which building code he or she is using to design 
and construct. 


SEISMIC FORM D - OFFEROR'S REPRESENTATION OF EXEMPTION FROM SEISMIC 
STANDARDS 


The Offeror may claim an exemption from seismic compliance if representing that the 
offered building meets either of the following exemptions: 


• 	 In an area of moderate seismicity, the total space leased in the building by the 
Federal government, including the offered space, will be less than 10,000 ABOA 
SF upon commencement of the lease term. 


• 	 In an area of high to very high seismicity, the offered building is a one-story 
building of steel light frame or wood construction with less than 280 m2 (3,000 
ABOA SF). 


SEISMIC FORM E - CERTIFICATE OF SEISMIC COMPLIANCE RETROFITTED BUILDING 


The engineer in charge of the building's structural retrofit of the leased building shall 
certify that the design standard was the Basic Safety Objective as set forth in ASCE/SEI 
41, Seismic Rehabilitation of Existing Buildings, and that the building was retrofitted to 
that standard. 


SEISMIC FORM F - CERTIFICATE OF SEISMIC COMPLIANCE NEW BUILDING 


The engineer shall certify that the design and construction of new buildings or additions 
to existing buildings conforms to the seismic provisions of the latest edition of the 
applicable State or local government codes under which it was built. 


DEFINITIONS - The following definitions apply to the completion of the above-referenced 
forms: 


1. 	 Engineer means a professional engineer who is licensed in Civil or Structural 
Engineering and qualified in the structural design of buildings. They must be 
licensed in the state where the property is located. 


2. 	 ASC E/SEI 31 means the American Society of Civil Engineers standard, Seismic 
Evaluation of Existing Buildings." ASCE/SEI 31 can be purchased from ASCE at 
(800) 548-2723, or by visiting http://www.pubs.asce.org . 


3. 	 ASCE/SEI41 means American Society of Civil Engineers standard, Seismic 
Rehabilitation of Existing Buildings." ASCE/SEI 41 can be purchased from ASCE 
at (800) 548-2723, or by visiting http://www.pubs.asce.org. 


4. 	 Seismic Certificate means a certificate executed and stamped by an Engineer 
on the appropriate Certificate of Seismic Compliance form included with this 
solicitation together with any required attachments. 
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Attachment 2: Seismic Offer Forms 


5. 	 RP 8 means "Standards of Seismic Safety for Existing Federally Owned and 
Leased Buildings ICSSC Recommended Practice 8 (RP 8)," issued by the 
Interagency Committee on Seismic Safety in Construction as ICSSC RP 8 and 
the National Institute of Standards and Technology as NIST GCR 11 -917-12. 
You can obtain RP 8 from the Building and Fire Research Laboratory, National 
Institute of Standards and Technology, Gaithersburg, MD 20899, or download 
copy athttp://www.wbdg .org/ccb/NIST/nist_gcr11 _917_12.pdf. 
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Attachment 2: Seismic Offer Forms 


SEISMIC FORM A 


CERTIFICATE OF SEISMIC COMPLIANCE 

BENCHMARK BUILDING 



Date: ____ 


This affirms that ___________ served as engineer in charge of the seismic 
evaluation of the building located at ____________________ 


The building has the following characteristics: 


~SCE Building Type: No. of Stories: IApprox. Area : 


Building Design Code: Year of Design Code: lYear of Construction : 


On the basis of the building characteristics and to the extent permitted by this level of evaluation, 
it is my opinion that the subject Building qualifies as a Benchmark Building as indicated in 
ASCE/SEI 31, Table 1-1 . 


Affix Stamp and Sign Here 


Engineer's Name: 


Firm: 



Address: 



Telephone: 



License No.: 



License State: 



Expiration Date: 
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SEISMIC FORM B 


CERTIFICATE OF SEISMIC COMPLIANCE 

EXISTING BUILDING 



Date: _____ 


This affirms that __----,--________ served as engineer in charge of the seismic 
evaluation of the building located at ____________________ 


The building has the following characteristics: 


fi\SCE Building Type: No. of Stories: Approx. Area : 


Building Design Code: Year of Design Code: Year of Construction: 


I have evaluated this building at the Life Safety Performance Level as set forth in the ICSSC RP 8, 
Standards of Seismic Safety for Existing Federally Owned and Leased Buildings, using 
ASCE/SEI 31 methodology: 


_Tier 1 Evaluation 


_ Tier 2 Evaluation 


_Tier 3 Evaluation 


_ Other (please explain below) 


Documentation of this evaluation must be attached to this Certificate. 


On the basis of the building characteristics and to the extent permitted by this level of evaluation it 
is my opinion that subject Building (check one) 0 does / 0 does not meet the Life Safety 
Performance Level of ICSSC RP 8. 


Affix Stamp and Sign Here 


Engineer's Name: 

Firm: 

Address: 

Telephone: 

License No.: 

License State: 



Expiration Date: 



Comments: 


Attach : ASCE/SEI 31 Checklist(s) Structural , Nonstructural, and Geologic Site Hazards and 
Foundation. 
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Attachment 2: Seismic Offer Forms 


SEISMIC FORM C 


BUILDING RETROFIT OR NEW CONSTRUCTION 

PREAWARD COMMITMENT 



PART 1 


PREAWARD COMMITMENT TO RETROFIT BUILDING: 


Date: _____ 


This affirms that shall serve as the engineer in charge of the seismic retrofit 
of the building located at . The retrofit must be designed to meet the Basic 
Safety Objective, as set forth in ASCE/SEI 41 Seismic Rehabilitation of Existing Buildings. 


In accordance with the requirements of this Standard and the seismic paragraph in the Request for Lease 
Proposals (RLP), our offer includes a commitment to retrofit the building to satisfy all of the Basic Safety 
Objective requirements of ASCE/SEI 41 . The offer includes a Tier 1 report with all supporting documents, a 
narrative explaining the process, scope of renovations, and a schedule for the seismic retrofit. 
Documentation shall be provided before award that demonstrates the seismic retrofit will meet the seismic 
standards and be completed within the time frame required. 


PART 2 


PREAWARD COMMITMENT TO CONSTRUCT A NEW BUILDING: 


Date: _____ 


This affirms that _----:_________ will serve as the engineer in charge of the structural design 
of the building located at . The criteria for design must be the ___ edition 
of the __________ building code. 


In accordance with the requirements of this code, we prepared a quality assurance plan that included 
requirements for testing and inspecting critical elements of the structure and also periodic observation by our 
staff. We reviewed special inspection and testing reports prepared by the inspection agency and contractor 
submittals. On the basis of this, and to the extent permitted by this level of construction surveillance, it is my 
opinion that the Building was designed and constructed in conformance with the requirements of the above 
code. 


The building has the following characteristics: 


Building Type: Building Height: ~pprox . Area: 


Building Design Code: [Year of Design Code: Year of Construction: 


OFFEROR 


SIGNATURE INAME OF SIGNER 
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Attachment 2: Seismic Offer Forms 


SEISMIC FORM D 


OFFEROR'S REPRESENTATION OF EXEMPTION FROM SEISMIC STANDARDS 


Date: ____ 


I represent that my building is exempt from the requirements of RP 8 because: 


D 	 The Building is located in an area of medium seismicity and the Building will 
have less than 10,000 ABOA SF of space leased to the Federal Government 
upon commencement of the lease term. 


D 	 The Building is located in an area of high to very high seismicity, and it is a 
one-story building with a steel light frame or wood construction with less than 
3,000 ABOA SF of space in the building. 


OFFEROR 


SIGNATURE iAM' 0' "0"" 
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Attachment 2: Seismic Offer Forms 


SEISM IC FORM E 


CERTIFICATE OF SEISMIC COMPLIANCE 

RETROFITTED BUILDING 



PRE-OCCUPANCY CERTIFICATE: 


Date: _____ 


This affirms that served as the engineer in charge of the 
structural retrofit of the building located at . The standard for design 
was the Basic Safety Objective as set forth in ASCE/SEI 41 Seismic Rehabilitation of Existing 
Buildings. 


In accordance with this Standard, we prepared a quality assurance plan, which requires staff to 
observe, test, and inspect the seismic retrofit work. We have also reviewed special inspection and 
testing reports prepared by the inspection agency and contractor submittals. On the basis of this, 
and to the extent permitted by this level of construction surveillance, it is my opinion that building 
was designed and constructed to conform with the requirements of the Standard listed above. 


The building has the following characteristics: 


IASCE Building Type: No. of Stories: Approx. Area: 


Building Design Code : Year of Design Code: Year of Construction: 


Retrofit Design Standard: Year of Retrofit Standard: Year of Retrofit: 


Documentation of this retrofit must be available to GSA. 


On the basis of the above, it is my opinion that subject Building _ does, _ does not meet the 
Basic Safety Objective - Performance Level as set forth in ASCE/SEI 41, Seismic Rehabilitation 
of Existing Buildings. 


Affix Stamp and Sign Here 


Engineer's Name: 

Firm: 

Address: 



Telephone: 

License No.: 

State: 

Expiration Date: 
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Attachment 2: Seismic Offer Forms 


SEISMIC FORM F 


CERTIFICATE OF SEISMIC COMPLIANCE 

NEW BUILDING 



PRE-OCCUPANCY CERTIFICATE: 


Date: ____ _ 


This affirms that served as the engineer in charge of the 
structural design of the building located at ___________. The criteria for design 
were the edition of the _____ ____ code. 


In accordance with the requirements, we prepared a quality assurance plan, which requires staff 
to observe, test, and inspect the structure's critical elements. We have also reviewed special 
inspection and testing reports prepared by the inspection agency and contractor submittals. On 
the basis of this, and to the extent permitted by this level of construction surveillance, it is my 
opinion that the building was designed and constructed to conform with the requirements of the 
code listed above. 


The building has the following characteristics: 


Building Type: Bldg . Height: Approx. Area: 


Building Design Code: lYear of Design Code: Year of Construction: 


Affix s tamp and sign here 


Engineer's Name: 



Firm: 



Address: 



Telephone: 



License No.: 



State: 



Expiration Date: 



Comments : 
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Attachment 3: Lease Seismic Paragraphs 



The Lease template has been updated. It now includes paragraphs to account for new construction or for retrofitting 
buildings to meet the seismic standards of RP 8. 


However, in order for the conditional language to take effect, the Leasing Specialist must add the suggested language to 
the Building Improvements and Documents Incorporated In The Lease paragraphs to codify the commitment by the 
Lessor to make these retrofits and provide applicable seismic submittals. 


The following paragraphs require the Leasing Specialist to identify and transcribe the commitments made during the offer 
stage on the final Lease document. 


ACTION REQUIRED: THE LIST OF ATIACHMENTS IS NOT COMPREHENSIVE. ADJUST THE LIST AS 

APPROPRIATE FOR THE SPECIFIC TRANSACTION. 

DELETE ANY ATIACHMENTS THAT ARE NOT APPLICABLE (FOR EXAMPLE, SEISMIC PRE-AWARD RETROFIT 

COMMITMENT, SMALL BUSINESS SUBCONTRACTING PLAN, ETC.) 



NOTE: EXHIBITS SHOULD BE LABELED WITH SEQUENTIAL LETIERS. 

AGENCY REQUIREMENTS REFER TO EITHER SPECIFIC REQUIREMENTS OR SPECIAL REQUIREMENTS, 

DEPENDING UPON WHETHER A TURN-KEY MODEL IS USED. 

INCLUDE DIDS OBTAINED DURING NEGOTIATIONS WHEN USING STREAMLINED MODEL OPTION 3. 

THE LCO MAY DECIDE IT IS MORE SUITABLE TO INCORPORATE SOME EXTENSIVE OR SENSITIVE 

DOCUMENTS BY REFERENCE, FOR EXAMPLE, THE COURTS DESIGN GUIDE. 



DOCUMENTS INCORPORATED IN THE LEASE (SEP 2012) 



The following documents are attached to and made part of the Lease: 



DOCUMENT NAME 
No. OF 
PAGES EXHIBIT 


FLOOR PLAN(S) 


PARKING PLAN(S) 


AGENCY SPECIFiC/SPECIAL REQUIREMENTS (USE 
"SPECIFIC" ONLY FOR TURN-KEY MODELS. 
OTHERWISE USE "SPECIAL" 


SECURITY REQUIREMENTS 


SECURITY UNIT PRICE LIST 


GSA FORM 3517B, GENERAL CLAUSES 


GSA FORM 3518, REPRESENTATIONS AND CERTIFICATIONS 


SEISMIC FORM C, BUILDING RETROFIT OR NEW 
CONSTRUCTION PRE-AWARD COMMITMENT 


SMALL BUSINESS SUBCONTRACTING PLAN 


AMENDMENTSTO RLP No. XXXXX 


(end of paragraph) 


ACTION REQUIRED: USE THE FOLLOWING PARAGRAPH IF THE OFFER INCLUDED A COMMITMENT TO 
BUILDING UPGRADES IN ORDER TO BE ELIGIBLE FOR AWARD. 
BE SPECIFIC IN DESCRIBING THE IMPROVEMENTS TO BE COMPLETED. IF NECESSARY, PROVIDE THE 
INFORMATION IN AN ATIACHMENT AS AN EXHIBIT, ADD THE STATEMENT "AS DESCRIBED IN THE ATIACHED 
EXHIBIT 'X,'" AND ATIACH THAT EXHIBIT TO THE LEASE 
ADD OR DELETE SUB-PARAGRAPHS AS APPROPRIATE 
LIST THE INFORMATION IN THE LETIERED SUB-PARAGRAPHS BELOW. EXAMPLES INCLUDE: 
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Attachment 3: Lease Seismic Paragraphs 


• 	 FIRE PROTECTION AND LIFE. SAFETY UPGRADES 
• 	 ABAAS UPGRADES 
• 	 SEISMIC RETROFIT: USE SUGGESTED LANGUAGE AS FOLLOWS: 'THE LESSOR HAS COMMITTED ON 


SEISMIC FORM C (EXHIBIT __ TO THIS LEASE) TO DO A SEISMIC RETROFIT, AND TO MEET ALL OF 
THE SEISMIC REQUIREMENTS IN THIS LEA~E ." 


ENERGY EFFICIENCY UPGRADES FOR ACTIONS EXEMPTED FROM ENERGY STAR LABEL 
REQUIREMENTS 


IF TH E OFFER DID NOT INCLUDE A COMMITMENT TO BUILDING UPGRADES, DELETE THIS PARAGRAPH 


BUILDING IMPROVEMENTS (SEP 2012) 


Before the Government accepts the space, the Lessor shall complete the following additional Building improvements: 


A 
B. 
C. 


(end of paragraph) 


The LCO must include the following paragraphs, which contain the seismic requirements conditional language, whenever 
the Lessor commits to a seismic retrofit or new construction. 


ACTION REQUIRED: WHEN ISSUING AS PART OF THE INITIAL RLP PACKAGE: 
• DELETE FOR AREAS OF LOW AND VERY LOW SEISMICITY (GREEN AREAS ON MAP). 
• 	 INCLUDE AREAS OF MODERATE, HIGH, AND VERY HIGH SEISMICITY (YELLOW AND RED AREAS ON 


MAP). 


ACTION REQUIRED: WHEN DRAFTING THE FINAL LEASE: 
• 	 INCLUDE IF THE OFFER INCLUDED COMMITMENTS TO PERFORM SEISMIC RETROFITS. 



DELETE IF OFFER DOES NOT INCLUDE COMMITMENTS TO PERFORM SEISMIC RETROFITS. 



SEISMIC RETROFIT (SEP 2012) 


The following requirements apply to leases requiring seismic retrofit: 


A The Lessor shall provide a final construction schedule, all final design and construction documents for the 
seismic retrofit, including structural calculations, drawings, and specifications to the Government for review and approval 
prior to the start of construction . When required by local building code, a geotechnical report shall be made available to 
the Government. 


B. The Lessor's registered civil or structural engineer shall perform special inspections to meet the requirements of 
Chapter 17 of the International Building Code (IBC) . 


C. For leases requiring seismic retrofit, the space will not be considered substantially complete until a Seismic 
Form E - Certificate Of Seismic Compliance - Retrofitted Building, certifying that the building meets the Basic Safety 
Objective of ASCE/SEI 41, executed by a registered civil or structural engineer, has been delivered to the LCO. 


(end of paragraph) 


ACTION REQUIRED: WHEN ISSUING AS PART OF THE INITIAL RLP PACKAGE: 
DELETE FOR AREAS OF LOW AND VERY LOW SEISMICITY (GREEN AREAS ON MAP). 


• 	 INCLUDE FOR AREAS OF MODERATE, HIGH, AND VERY HIGH SEISMICITY (YELLOW AND RED AREAS 
ON MAP). 


ACTION REQUIRED: WHEN DRAFTING THE FINAL LEASE: 
• 	 INCLUDE IF THE OFFERED BUILDING WILL BE NEWLY CONSTRUCTED. 
• 	 DELETE IF OFFERED BUILDING WILL NOT BE NEWLY CONSTRUCTED. 
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SEISMIC SAFETY FOR NEW CONSTRUCTION (SEP 2012) 


For leases requiring new construction , the space will not be considered substantially complete until the LCO receives the 
Seismic Form F, Certificate Of Seismic Compliance - New Building. This form must be completed by the civil or structural 
engineer and certify that the building was designed and constructed in accordance with the appropriate local code. 


(end of paragraph) 
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Attachment 4: RP 8 Exemptions 

The table below is taken directly from RP 8: 



RP 8 - 1.3 Exemptions 
The following buildings are exempt from the Standards: 


a. All buildings located where SDS < 0.167 g and SOl < 0.067 g; where SDS and SOl are 
the Design Earthquake Spectral Response Acceleration Parameters at short perio,ds 
and at a 1 second period, respectively, as defined in ASCE-7. 


b. All buildings located where Sos < 0.330 g and SOl < 0.133 g unless designated for  
an occupancy-based performance objective;  


c. Detached one- and two-family dwellings located where Sos < 0.4 g unless  
designated for an occupancy-based performance objective;  


d. Building structures that are intended only for incidental human occupancy or that 
are occupied by persons for a total ofless than 2 hours a day, unless designated for an 
occupancy-based performance objective; 


e. One-story buildings of steel light frame or wood construction with areas less than 
2280 m (3000 ft2) , unless designated for an occupancy-based performance objective; 


f. Buildings scheduled for demolition; * 


g. Buildings in foreclosure; * 


h. Non-Federally owned buildings leased by the Federal Government with temporary 
short-term leases; 


i. Non-Federally owned buildings containing a total area leased by the Federal 
2 Government of less than 930 m (10,000 ft2) where Sos < 0.50 g and SOl < 0.20 g; or, 


j . Buildings designated by the agency as having a remaining useful life of, or fulfilling 
an agency need for, less than five years. 


*Exemptions f. and g. have been reviewed by GSA for leasing purposes. They 
have been determined to not apply to leased buildings. 


PBS Leasing Desk Guide 
This page last revised: 911812012 


G-26 












  


 


 


APPENDIX H: 


Parking Acquisition 
1. Background ............................................................................................................................. H-2 


2. Operating Policies and Procedures ...................................................................................... H-3 


a. General ............................................................................................................................ H-3 
b. Applicability ...................................................................................................................... H-3 


c. Parking Characteristics .................................................................................................... H-3 


d. Parking Pursuant to an Approved Prospectus Security Provision .................................. H-4 


e. Parking Requirements for GSA Child Care Centers in Leased Space ........................... H-5 


f. Methods of Acquiring Parking.......................................................................................... H-5 


g. Allocation of Parking Spaces ........................................................................................... H-7 
h. Roles and Responsibilities .............................................................................................. H-7 


i. Justification Requirements for Parking (for other than Official Parking Spaces) ............ H-8 


3. Documents .............................................................................................................................. H-9 


a. Sample Letter – Written Response to Request for Vacant Available Federally 
Controlled Space under 41 C.F.R. § 102-73.240 ............................................................ H-9 


b. Sample Letter – Written Response to Request for Vacant Available Federally 
Controlled Space Associated With A Replacement Lease under 41 C.F.R. § 102-
73.240 .............................................................................................................................. H-9 


c. Sample Letter – Written Response to Request for Employee Parking ........................... H-9 


d. Parking Determination and Findings Document .............................................................. H-9 


e. GSA Form 300, Order for Supplies and Services ......................................................... H-10 


f. GSA Form 3626, U.S. Government Lease for Real Property (Short Form) .................. H-10 


4. Attachments .......................................................................................................................... H-11 


Attachment A: Sample Letter - Written Response to Request for Vacant Available 
Federally Controlled Space (41 C.F.R. §102-73.240) ................................................... H-11 


Attachment B: Sample Letter - Written Response to Request for Vacant Available 
Federally Controlled Space Associated With A Replacement Lease (41 C.F.R. § 
102-73.240) ................................................................................................................... H-12 


Attachment C: Sample Letter - Written Response to Request for Employee Parking ......... H-13 


Attachment D: Parking Determination and Findings Document .......................................... H-15 







 APPENDIX H: Parking Acquisition 


 
1. Background  


 


PBS Leasing Desk Guide H-2  
This page last revised: 10/31/2013 


 


1. Background 


Historically, GSA’s business practice has been to acquire official parking spaces 
associated with the Government’s space requirements (meaning those parking spaces 
required to park Government vehicles, as further detailed in subparagraph 2(c)(1)(a), 
herein), through the lease contract as part of the rental consideration.  By acquiring 
official parking spaces through the lease, GSA acquired exclusive rights to individual or 
multiple parking spaces in conjunction with the acquisition of leasehold interests in office, 
warehouse, or special space.   


In its decisions, the U.S. Government Accountability Office (GAO) has found that 
commercial parking is generally considered a personal expense of the employee and 
that expenses considered personal in nature are not payable from appropriated funds 
absent specific statutory authority.1


Client agencies have occasionally requested parking not associated with lease 
procurement or an existing lease contract.  In response, GSA regions have typically 
acquired parking using various contracting methods, including the standard lease form, a 
service contract, or, in some instances, region-specific documents.  Additionally, 
consistent with 41 C.F.R. § 102–73.240 of the Federal Management Regulation, 
agencies have used their own procurement authority to acquire parking by service 
contract. It is preferred that agencies acquire parking themselves, whenever suitable. 


  Therefore, GSA’s practice has been to include a 
requirement in its leases that parking for employees be made available for purchase.  
Outside major metropolitan areas and in many suburban areas, it is common for parking 
that is mandated by local code requirements to be made available to lessees for 
employee use at nominal or no supplemental cost.  


The number, type, timing, cost and location of official parking spaces required by the 
client agency may be an important factor in determining the appropriate acquisition 
method, type of legal contract instrument to use, type of warranted acquisition official 
necessary to acquire parking, funding source and billing method.  This appendix will 
provide guidance on the appropriate acquisition approach to use to promote the effective 
and efficient use of program resources, and to comply with statutory, regulatory, and 
policy requirements.   


                                                      


1  U.S. Government Accountability Office, U.S. Department of Housing and Urban Development—Rental of Parking 
Space, B-162021, July 6, 1977; U.S. Bureau of the Mint—Subsidized Parking for Employees, B-248247, March 15, 1993. 
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2. Operating Policies and Procedures 


a.   General 
1.    The authority to enter into a lease of a building or future improvement for the 


accommodation of a Federal agency is found at 40 U.S.C. § 585(a).  GSA’s 
authority to provide services for other agencies is found at 40 U.S.C. § 501. 
 


2.    Policies for reduction of greenhouse gas emissions are found in Executive Order 
13514, “Federal Leadership in Environmental, Energy and Economic 
Performance” (October 5, 2009). 
 


3.    Policies on workplace strategies to eliminate wasteful spending, save energy and 
water, and to further reduce greenhouse gas pollution and energy consumption, 
are found in “Presidential Memorandum—Disposing of Unneeded Federal Real 
Estate” (June 10, 2010). 


b. Applicability  
This Appendix to the Leasing Desk Guide applies to all PBS personnel engaged in the 
acquisition and administration of official parking spaces and lease acquisitions delegated 
by GSA to other federal agencies.  
  
c. Parking Characteristics 
 


1. Types of Parking 
 


The Request for Lease Proposals (RLP) must state the required number of parking 
spaces for official Government use.  The Offeror must provide a plan and short narrative 
(as necessary) to explain how he/she will meet parking requirements and the annual 
cost (and any step increases) per space for both reserved and non-reserved, structured 
and surface parking spaces, to be included as part of the rental rate over the entire term 
of the lease, including the exercise of any renewal period. 
 
In general, GSA’s pricing policy defines parking or parking spaces as standalone parking 
structures, surface lots, and identified parking areas within structures designed and 
designated for the purpose of parking vehicles.  Parking spaces located adjacent to the 
leased location are considered on-site parking and will share the same building number 
when entered into GSA’s space management and billing systems.  It is good practice to 
indicate whether the leased parking is ”on-site” or “'off-site” according to the definitions 
listed below and to attach a copy of the parking plan to the lease. 
 


a.  Official Parking Spaces – are defined as parking spaces provided for official 
government vehicles owned or leased on behalf of the Government or 
privately owned vehicles designated for official use in the performance of the 
client agency’s mission.  Official parking spaces are always to be listed and 
categorized in both GSA’s space management systems and the Occupancy 
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Agreement as structured or surface spaces, and, if not included in shell rent, 
identify the separate rates that may be charged for parking spaces.   


 
b.  Unofficial Parking Spaces – are defined as employee and visitor parking 


spaces.  Government employees and visitors are typically responsible for 
coordinating and funding their own parking arrangements.  The Government 
will use the Offeror’s parking plan and narrative to identify the number of 
available parking spaces for use by Government employees and visitors. 
Through negotiations, Leasing Specialists evaluate offers to ensure the cost 
of employee and visitor parking spaces is not subsidized by the offered rent, 
unless it meets the justification requirements outlined in paragraph 2.i, 
Justification Requirements for Parking (for other than Official Parking Spaces), 
below.  


 
 It is common practice for official parking spaces to be designated as reserved 
parking spaces, in secured or unsecured locations in a designated area 
within the parking structure or surface lot, for the sole use at all times by the 
occupying agency.  Unofficial parking spaces are designated as unreserved 
parking spaces randomly located throughout the parking structure or surface 
lot and parking is on a first come first served basis. 


 
2.    Location of Parking 
 


Off-site Parking Spaces - an Offeror may provide off-site parking spaces for 
official government use if the Offeror can demonstrate proof of fee simple or 
leasehold ownership of the off-site parking spaces.  If controlled by a leasehold 
interest, off-site parking spaces may be acceptable if the lessor’s leasehold 
interest in the parking is either the same length of term (or longer) than the 
Government’s lease for the associated primary space, including all of the 
Government’s renewals.  For the purposes of pricing policy and billing, GSA 
leasing associates should include off-site parking spaces on the same rent bill as 
the GSA lease for the associated office, warehouse, or special space. 
 


d. Parking Pursuant to an Approved Prospectus Security      
Provision 


 
1.    When an approved prospectus indicates that the client agency’s security 


requirements may necessitate control of the parking garage at the leased 
location, that agency is exempt from further justification requirements as outlined 
in paragraph 2.i, below.  Control may be accomplished as a separate operating 
agreement with the lessor or as part of the Government’s leasehold interest in 
the building. 


 
2.    Client agencies securing control of a parking garage pursuant to an enabling 


prospectus provision must sign an Occupancy Agreement containing an ad hoc 
clause that obligates the agency to pay for the parking for a period coterminous 
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with the space lease the parking serves.  The following information must be 
included in the ad hoc clause: 
 
    total number of parking spaces in the garage;  
    number of parking spaces designated for official government vehicles; 
    how the remaining balance is allocated for employee parking, visitor 


parking, or otherwise; and 
  certification of agency responsibility for establishing, administering, and 


collecting employee reimbursement for all parking spaces made available 
for employee use. 
 


e. Parking Requirements for GSA Child Care Centers in Leased 
Space 


 
Child care centers in GSA-controlled leased space require official parking spaces to 
accommodate: (a) short-term parking for parents/guardians dropping off and picking up 
children and (b) emergency vehicles and child care transportation vans.  These parking 
spaces are not considered "employee parking" and, therefore, are not subject to the 
justification requirements described in paragraph 2.i, below. 


 
f. Methods of Acquiring Parking 
 
The preferred method for acquiring parking spaces post-award is for the customer 
agency to use its own procurement authority to acquire parking by service contract if no 
suitable Government-controlled facilities are available (41 C.F.R. § 102-73.240)2


 


.  
Customer agencies must make written inquiry to GSA regarding the availability of 
parking in Government-owned or leased facilities.  The PBS regional office will notify the 
customer agency if no suitable parking spaces are available; only then may an agency 
use its own procurement authority to acquire parking by service contract.   


The following contracting methods are available to acquire parking spaces either pre- or 
post-award.  The dollar amount of the transaction does not determine whether a service 
contract or a lease should be used.  What matters is the interest to be obtained – either 
the exclusive use of a designated parking space or spaces or area in a garage or lot for 
a defined period of time (in which case a lease should be used) or a parking permit or 
license for any available space (in which case a service contract should be used).  In 
addition, the total dollar value of the transaction (including option periods) governs the 
warrant level required for the contracting officer. 
 


1.    Service Contract – a service contract is a Government instrument used for the 
express purpose to furnish services and can be prepared and executed by GSA 
or the client agency to satisfy a purchase request for official parking spaces that 
cannot be added to an existing lease contract, or when use of the parking spaces 


                                                      


2 General Services Administration, Federal Management Regulation, title 41 of the Code of Federal Regulations, chapter 
102, subchapter C - Real Property, part 102-73 - Real Estate Acquisition, subpart B – Acquisition by Lease (2005). 
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is not going to be exclusive to the Government (such as non-reserved spaces).  
GSA Form 300, Order for Supplies and Services, is the appropriate form to use 
for parking spaces acquired using simplified acquisition procedures.  
 


2.    Lease Contract – a lease contract solely for official parking spaces gives the 
Government exclusive use of parking spaces in a parking garage structure or 
surface parking lot, and a lease contract or lease amendment must be used to 
procure such exclusive use spaces.  Official parking spaces are classified as 
reserved parking spaces and must be secured and illuminated in accordance 
with the 2010 Interagency Security Committee Standards for facility security level 
requirements.  Refer to LDG chapter 19, Security, for detailed guidance.   


The lease contract must be a written agreement between the lessor and the 
Government.  The lessor must either own the property in fee simple or possess a 
leasehold interest that can accommodate all of the Government’s requirements 
by a sublease, including granting possession and use for the entire length of time 
the Government may lease the associated office, warehouse or special space.  
Requests for official parking spaces included with requests for general use, 
warehouse, or special space requirements may be satisfied using any one of the 
lease models for the primary space.  Alternatively, requests for official parking 
spaces not included with a space request will often be done as a lease 
amendment to an existing lease, but, if that approach is not applicable, then 
generally a Form 3626, or a service contract, would be used.  Lease 
amendments for additional parking spaces below the simplified acquisition 
threshold require the Lease Contracting Officer to document the file to justify the 
need for additional spaces, and, at a minimum, to demonstrate that no other 
leased locations for parking spaces are feasible.  


3.    GSA Form 3626, U.S. Government Lease for Real Property (short form) - 
Leasing Specialists will generally use GSA Form 3626 and related attachments 
when solely procuring parking, without a corresponding office, warehouse, or 
special space requirement, under the simplified acquisition threshold.  Leasing 
Specialists must use the appropriate lease reform model that applies to all lease 
requirements, not just parking, when exceeding the simplified acquisition 
threshold.  Leasing Specialists must use a separate lease contract that is tracked 
under its own lease and building numbers.  All lease reform models can be found 
at: https://insite.gsa.gov/portal/category/517338. 


 
4.    Lease Amendment – requests for official parking spaces required during the term 


of the lease must be procured by lease amendment, provided the current lessor 
has acceptable available parking spaces (either on-site or off-site) that can be 
acquired at acceptable rates under the Government’s existing lease contract.  If 
the current lessor does not have additional parking spaces available, then a new 
lease contract is required. 
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g. Allocation of Parking Spaces 
 


The Federal Management Regulation (Parking Facilities - §§ 102-74.265 through  
102-74.310) identifies policies and procedures for the management and allocation of 
parking spaces in GSA-controlled space.  PBS Operational Guidance Regarding Official 
Parking, dated November 3, 2009, provides further clarification of the regulation on how 
parking spaces are allocated for official use. 
 
Lease Administrative Managers are required to follow the operational guidance in the 
allocation of parking and ensure that parking allocations for persons with disabilities 
comply with the requirements in the Architectural Barriers Act Accessibility 
Standard.  Appendix E of the Leasing Desk Guide provides comprehensive guidance on 
the requirement for GSA to meet accessibility requirements for persons with disabilities 
in leased space.  
 
Note:  When GSA is the client agency, GSA must comply with GSA Instructional Letter 
OAS IL-13-2, dated August 5, 2013, “Paid Parking for GSA Employees in Facilities 
Under the Jurisdiction, Custody or Control of GSA,” or GSA Instructional Letter OAS IL-
12-1, “Paid Parking for GSA Employees in the National Capital Region,” dated February 
3, 2012, as applicable.  All GSA employees who park in these facilities must pay for their 
parking unless they qualify for one of the exceptions set forth in the applicable 
instructional letter. 


h. Roles and Responsibilities 
 


1.   GSA – Leasing Specialists and Lease Contracting Officers 
 


New lease procurement or requests for lease expansion or lease reduction - PBS 
associates responsible for gathering agency requirements must coordinate with Leasing 
Specialists to identify the number of parking spaces required for the agency’s official 
vehicles.  The Request for Lease Proposal includes language that states that the 
parking-to-square foot ratio available on site must at least meet current local code 
requirements, or, in the absence of a local code requirement, on-site parking must be 
available at a ratio of one space for every XX rentable square feet of space.  Moreover, if 
there is a reduction in space, Leasing Specialists must make agencies aware that there 
may be a corresponding reduction in the number of parking spaces available for their 
use.  


Leasing Specialists are reminded that requirements for official parking spaces are based 
upon specific operational needs and not building ratios or municipal codes.  Therefore, a 
reduction of leased space also should trigger a review of the client agency’s continuing 
requirement for official parking spaces. 


•      After occupancy - Leasing Specialists will satisfy any further requests for 
official parking spaces from the current lessor, provided the additional spaces 
can be acquired under the Government’s existing lease and can be obtained 
for the entire term of the Government’s occupancy.   
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2.   GSA – Lease Administration Managers 


 
•      Lease Administration Managers will coordinate with GS-1102, Contract 


Specialists, or, if a warranted official, will acquire official parking spaces for 
the Government’s exclusive use under a service contract using GSA Form 
300, Order for Services and Supplies, when all of the following conditions 
occur: 
 
    the client agency is unable to obtain parking under its own 


independent authority;  
    there are no available parking spaces within GSA’s federal inventory; 
    the number of official parking spaces required cannot be satisfied at 


the agency’s current leased location; 
    the cost of parking does not exceed the simplified threshold; and 
    the client agency must fund the request for parking using a recurring 


reimbursable work authorization or through the Occupancy 
Agreement tool.  


i. Justification Requirements for Parking (for other than Official 
Parking Spaces) 


Federal appropriations law is clear that, under normal circumstances, employee parking 
is considered a personal expense of the employee and that appropriated funds are 
generally not available for the purpose of expenses considered personal in nature.3  
However, GAO has determined that agencies may use appropriated funds to provide 
parking to its employees when necessary to avoid a “significant impairment to the 
agency’s operating efficiency.” 4


1.    The requirement that executive agencies actively promote the use of ridesharing 
(carpools, vanpools, privately leased buses, public transportation, and other 
multi-occupancy modes of travel) to conserve energy, reduce congestion, 
improve air quality, and provide an economical way for federal employees to 
commute to work. 


  For GSA to provide employee parking, agencies must 
provide an administrative determination (see Attachment D in this chapter) of significant 
impairment to its operating efficiency, signed by the head of the agency or another 
agency official authorized to act for the head of the agency, that considers the following 
factors: 


 
2.    The requirement that federal agencies located in Washington, D.C. implement a 


transit subsidy fringe benefit pursuant to 5 U.S.C. § 7905 to further the public 


                                                      


3 GAO-04-261SP -  Principles of Federal Appropriations Law - Volume I, Chapter 4, Availability of Appropriations: 
Purpose, section 13(j), Personal Expenses and Furnishings, Miscellaneous Personal Expenses. 
4 U.S. International Trade Commission—Use of Appropriated Funds to Subsidize Employee Parking Permits, #B-322337 
(August 3, 2012). 
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policy of discouraging commuting by single-occupancy vehicle to improve air 
quality and reduce traffic congestion. 
 


3.    The requirement that executive agencies make use of their authority to offer 
flexible arrangements through telework (5 U.S.C. § 6502) or flexible work 
schedules (5 U.S.C. § 6122). 


 
4.    Assess the impact on recruitment and retention in the face of a smaller pool of 


eligible workers. 
 
5.    The extent to which parking is subsidized in like circumstances in the non-federal 


workplace. 
 
6.    Additional GSA factors to consider: 
 


•     The daily hours of employment; 
•     The amount of overtime work likely to be necessary; 
•     Frequency of public transportation during peak periods; 
•     The cost of public transportation; 
•     The location of the residences of the majority of employees in relation to their 


place of employment and the estimated time required for travel between 
home and work; 


•     The amount of parking available in the area; and 
•     Any other relevant factors, including those concerning the safety of the 


employees using public transportation. 


3. Documents 


Following is a list of documents for use in the acquisition of parking spaces.  The 
attached sample letters and the Parking Determination and Findings document are 
included with this chapter under Attachments.  GSA Form 300, Order for Supplies and 
Services, and GSA Form 3626, U.S. Government Lease for Real Property (Short Form), 
are maintained in the GSA Forms Library. 


a.    Sample Letter – Written Response to Request for Vacant Available Federally 
Controlled Space under 41 C.F.R. § 102-73.240 


b.    Sample Letter – Written Response to Request for Vacant Available Federally 
Controlled Space Associated With A Replacement Lease under 41 C.F.R. § 102-
73.240   


c.    Sample Letter – Written Response to Request for Employee Parking 


d.    Parking Determination and Findings Document 
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e.    GSA Form 300, Order for Supplies and Services – use to acquire official parking 
spaces under a service contract. 


 
f.    GSA Form 3626, U.S. Government Lease for Real Property (Short Form) – use to 


acquire official parking spaces at a cost that is less than or equal to the simplified 
acquisition threshold. 
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4. Attachments 


Attachment A: Sample Letter - Written Response to 
Request for Vacant Available Federally Controlled Space 
(41 C.F.R. § 102-73.240) 


Date 
 
Agency Contact: 
Federal Agency 
1234 Address Street 
Anytown, State  99999 
 
Dear Mr./Ms. Agency Contact: 
 
This letter is in response to your request dated XXXX, for the acquisition of XXX parking 
space(s).  This request is made on behalf of (Federal Agency or Bureau Name) currently 
located at XXXX.  You have informed GSA that there is a requirement for additional 
Government-controlled parking for official government use.   
 
41 C.F.R. § 102-73.240 states: “If no suitable Government-controlled facilities are 
available, an agency may use its own procurement authority to acquire parking by 
service contract.” 
 
Upon review of our Government-controlled owned and leased space inventory, we have 
determined that there are no available parking spaces that would fulfill this requirement.  
Therefore, as provided in 41 C.F.R. § 102-73.240, the (insert name of Federal Agency) 
may proceed with this transaction.  You must acquire the parking spaces by service 
contract and the parking spaces must be acquired and used in accordance with all 
applicable laws, rules and regulations, including the required determination that the 
parking is required to avoid significant impairment to the agency’s operating efficiencies 
(see U.S. International Trade Commissioner—Use of Appropriated Funds to Subsidize 
Employee Parking Permits, B-322337, August 3, 2012), if applicable.   
 
Please note this letter only applies to the additional parking spaces required for the 
(Federal Agency or Bureau Name) currently located at XXXX.  Please feel free to 
contact me if you have any questions or concerns, or if GSA may be of further 
assistance. 
 
Sincerely, 
 
GSA Representative Name 
Title 
PBS, Division/Branch 
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Attachment B: Sample Letter - Written Response to 
Request for Vacant Available Federally Controlled Space 
Associated With A Replacement Lease (41 C.F.R. § 102-
73.240) 


Date 
 
Agency Contact: 
Federal Agency 
1234 Address Street 
Anytown, State  99999 
 
Dear Mr./Ms. Agency Contact: 
 
This letter is in response to your request for the acquisition of XXX parking space(s), 
submitted with a (insert space request or other source document) for XXX square feet of 
(insert office, warehouse, or special) space for (insert Bureau Name if applicable).  This 
(Federal Agency or Bureau Name) is currently located at XXXX.  The procurement GSA 
is conducting for replacement space will not include parking spaces other than those 
required for official Government vehicles.  You have informed GSA that there is a 
requirement for additional Government-controlled parking for employee or visitor parking 
to be housed at the replacement location.    
 
41 C.F.R. § 102-73.240 states: “If no suitable Government-controlled facilities are 
available, an agency may use its own procurement authority to acquire parking by 
service contract.” 
 
Upon review of our Government-controlled owned and leased space inventory, we have 
determined that there are no available parking spaces that would fulfill this requirement.  
Therefore, as provided in 41 C.F.R. § 102-73.240, the (insert name of Federal Agency) 
may proceed with this transaction.  You must acquire the parking spaces by service 
contract and the parking spaces must be acquired and used in accordance with all 
applicable laws, rules and regulations, including the required determination that the 
parking is required to avoid significant impairment to the agency’s operating efficiencies 
(see U.S. International Trade Commissioner—Use of Appropriated Funds to Subsidize 
Employee Parking Permits, B-322337, August 3, 2012), if applicable.   
 
Please note this letter only applies to the additional parking spaces required for the 
procurement of XXX square feet for XXX, currently located at XXX.   Please feel free to 
contact me if you have any questions or concerns, or if GSA may be of further 
assistance. 
 
Sincerely, 
 
GSA Representative Name 
Title 
PBS, Division/Branch 
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Attachment C: Sample Letter - Written Response to 
Request for Employee Parking 


 
Date 
 
Agency Contact: 
Federal Agency 
1234 Address Street 
Anytown, State  99999 
 
Re: (Insert Name of Source Document) – Response to Parking Requirement Request  
 
Dear Mr./Ms. Agency Contact: 
 
Thank you for your letter (or source document) dated (XXXX), requesting that GSA 
acquire employee parking spaces as a component of (current or future) lease 
procurement(s).  The U.S. Government Accountability Office (GAO), under certain 
exceptions, authorizes appropriated funds to be used to pay for employee parking, 
where the parking is required to avoid a significant impairment to the agency’s operating 
efficiency.  
 
We have reviewed your documentation (or request) and still require further justification 
as outlined in the GAO decision on the acquisition of employee parking.  Such 
justification must be in the form of a Determination and Findings document (guidance 
attached) and must be accompanied by an identified source of funding included in your 
appropriation and signed by the appropriate agency official.  In addition, as with any 
document obligating agency funds, it must be certified by the Chief Financial Officer.  
The appropriate agency official and the Chief Financial Officer, as parties to the 
Determination and Findings certification of the availability of funds, would thereby 
acknowledge that your agency’s appropriated funds may be used to acquire employee 
parking. 
 
Below is an excerpt from the GAO decision that is a guide to justify the agency’s need 
for parking (taken from U.S. International Trade Commission—Use of Appropriated 
Funds to Subsidize Employee Parking Permits, B-322337 (August 3, 2012)):  
 


... the GSA factors in former order PBS 7030.2C are certainly relevant for the 
Commission’s consideration.  We note, however, that there are other factors, not 
existent 40 years ago, that the Commission should consider.  For example, it does 
not appear that the Commission considered the impact of its determination on 
Washington, D.C., air quality and traffic congestion.  Improving air quality, 
conserving energy and reducing traffic congestion are public policy initiatives that 
underlie two Executives Orders:  


 
•     The requirement that executive agencies actively promote the use of 


ridesharing (carpools, vanpools, privately leased buses, public 
transportation, and other multi-occupancy modes of travel) to conserve 
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energy, reduce congestion, improve air quality and provide an economic 
way for federal employees to commute to work.  See Exec. Order No. 
12191, Federal Facility Ridesharing Program, 45 Fed. Reg. 7997  
(Feb. 1, 1980). 


  
•     The requirement that federal agencies located in Washington, D.C., 


implement a transit subsidy fringe benefit pursuant to 5 U.S.C. § 7905 to 
further the public policy of discouraging commuting by single-occupancy 
vehicle in order to improve air quality and reduce traffic congestion.  See 
Exec. Order No. 13150, Federal Workforce Transportation, 65 Fed. Reg. 
24613 (April 21, 2000).  


 
The Commission’s determination of significant impairment also should address 
other factors relevant to today’s federal workplace:  


 
•    The requirement that executive agencies establish a telework program  
     (5 U.S.C. § 6502).  


 
•    The authority of agencies to offer employees flexible work schedules  
     (5 U.S.C. § 6122). 


 
•     As the aging civil service workforce retires, the impact on recruitment 


and retention in the face of a smaller pool of eligible workers.  
 


•    The extent to which parking is subsidized in like circumstances in the 
nonfederal workplace.  


 
 
Please note that a Determination and Findings document is required not only for this 
request but for any subsequent procurements that may include employee parking 
requirements.  
 
GSA is ready to satisfy your procurement request once the matter of the employee 
parking requirement is resolved.  Please provide a Determinations and Findings 
justification by (Date).  If you have any questions, please contact me on XXX-XXX-XXX.  
Thank you for your attention to this matter.  
 
Sincerely, 
 
 
GSA Representative Name 
Title 
PBS, Division/Branch 
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Attachment D: Parking Determination and Findings 
Document 


 
The Determination and Findings (D&F) document is written approval by an authorized 
official that is required by GSA policy as a prerequisite to taking certain contract actions 
for employee parking.  The determination is a conclusion or decision supported by the 
findings.  The findings are statements of fact or rationale essential to support the 
determination and is guided by the U.S. Government Accountability Office decision in 
the matter of the U.S. International Trade Commission—Use of Appropriated Funds to 
Subsidize Employee Parking Permits
 


, B-322337 (August 3, 2012). 


 
Content 


The D&F must set forth enough facts and circumstances to clearly and convincingly 
justify the specific determination made.  At a minimum, each D&F must include, in the 
prescribed GSA format, the following information: 


(a)  Identification of the agency and of the contracting activity and specific identification 
of the document as an administrative D&F.  


(b)  Nature and description of the action being approved.  
 


•     An agency must make a determination of significant impairment of the 
agency’s operating efficiency to use appropriated funds to provide 
employee parking.  


(c)  Citation of the appropriate statute or regulation, or both, upon which the D&F is 
based.  


 
•     The requirement that executive agencies actively promote the use of 


ridesharing (carpools, vanpools, privately leased buses, public 
transportation, and other multi-occupancy modes of travel) to conserve 
energy, reduce congestion, improve air quality, and provide an economic 
way for federal employees to commute to work.


  
See Exec. Order No. 


12191, Federal Facility Ridesharing Program, 45 Fed. Reg. 7997  
(Feb. 1, 1980).  


 
•     The requirement that federal agencies located in Washington, D.C. 


implement a transit subsidy fringe benefit pursuant to 5 U.S.C. § 7905 to 
further the public policy of discouraging commuting by single-occupancy 
vehicle to improve air quality and reduce traffic congestion.  See Exec. 
Order No. 13150, Federal Workforce Transportation, 65 Fed. Reg. 24613 
(April 21, 2000).  
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•     The Agency’s determination of significant impairment also should address 
other factors relevant to today’s federal workplace: 


 
  The requirement that executive agencies establish a telework 


program. 5 U.S.C. § 6502. 
  The authority of agencies to offer employees flexible work 


schedules. 5 U.S.C. § 6122. 
   As the aging civil service workforce retires, the impact on 


recruitment and retention in the face of a smaller pool of eligible 
workers.  


   The extent to which parking is subsidized in like circumstances in 
the nonfederal workplace.  


 
(d)  Findings that detail the particular circumstances, facts, or reasoning essential to 
support the determination.  Necessary supporting documentation must be obtained from 
appropriate requirements and technical personnel. 


•     The agency’s Chief Financial Officer must provide the citation of the 
specific statutory authority and certification upon which the agency may 
use its appropriation to pay for employee parking. 


 
(e)   An administrative determination based on findings that the proposed action is 
justified when considering seven additional factors in making the determination of 
significant impairment to the agency’s operating efficiency:  


 
(1)  Daily hours of employment;  
(2)  Amount of overtime work likely to be necessary, number of persons 
working during overtime periods and the adequacy of public 
transportation during regular and overtime periods; 
(3)  Frequency of public transportation during peak periods;  
(4)  The cost of public transportation;  
(5)  The location of the residences of the majority of employees in relation 
to their place of employment and the estimated time required for travel 
between home and work; 
(6)  The amount of parking available in the area, and the possible impact 
of increased demand on cost and availability of such existing parking if 
government parking is not provided; and 
(7)  Any other relevant factors including those “involving the safety of 
employees” using public transportation. 
 


(f)  Expiration date of the D&F.  Authority to act under this D&F expires when it is 
exercised through the award of a contract. 


(g)  The signature of the head of the agency or agency official authorized to act for the 
head of the agency authorized to sign the D&F and the date signed.  
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